excel macros available to all workbooks

excel macros available to all workbooks provide a powerful way to automate repetitive tasks and
enhance productivity in Microsoft Excel. By using macros that are accessible across all workbooks,
users can streamline processes, reduce errors, and save time. This article will explore the concept of
Excel macros, how to create and manage them, and the benefits they bring to users. It will also cover
practical examples of macros available to all workbooks, their security aspects, and tips for effective
use. Whether you are a novice or an experienced user, understanding how to leverage these macros
can significantly improve your efficiency in Excel.
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Understanding Excel Macros

Excel macros are a sequence of instructions that automate tasks within Microsoft Excel. They are
essentially small programs recorded in Visual Basic for Applications (VBA). When you record a macro,
Excel captures your actions and converts them into a script that can be executed at any time with a
simple command. This capability allows users to perform complex tasks with just a click, making
macros an invaluable tool for data analysis, reporting, and other repetitive activities.

What Are Macros?

Macros in Excel are designed to automate tasks that would otherwise require multiple steps. They can
range from simple actions like formatting cells to more complex operations such as data manipulation
and automation of calculations. When macros are written correctly, they not only save time but also
minimize the risk of human error in data entry and calculations.



Types of Macros

There are two main types of macros in Excel:

* Recorded Macros: These are created by recording a series of actions performed by the user.
Excel generates the VBA code automatically based on the recorded steps.

e Written Macros: These macros are manually written by users in the Visual Basic Editor,
offering greater flexibility and control over the code.

Creating Macros Available to All Workbooks

To create macros that are available to all workbooks, you need to save them in the Personal Macro
Workbook. This hidden workbook opens whenever you start Excel, allowing you to access your macros
from any other workbook.

Steps to Create a Macro in the Personal Macro Workbook

Follow these steps to create a macro that will be available in all your Excel workbooks:

1. Open Excel and press Alt + F11 to open the Visual Basic for Applications (VBA) editor.
2. In the VBA editor, click on Insert and then select Module to create a new module.

3. Write your macro code in the module window. For example, to create a simple macro that
formats the selected cells, you could use:

Sub FormatCells()

With Selection

.Font.Bold = True

.Interior.Color = RGB(255, 255, 0)
End With

End Sub

5. Close the VBA editor and return to Excel.

6. To save the macro, go to File, then Save As, and choose Excel Macro-Enabled Workbook
(.xIsm) format.



7. Next, save the workbook as Personal Macro Workbook to ensure it opens with Excel each
time.

Benefits of Using Macros in All Workbooks

The benefits of using macros in Excel are numerous and can have a significant impact on productivity
and accuracy. Below are some key advantages:

» Time Efficiency: Automating repetitive tasks allows users to focus on more strategic activities,
thus enhancing overall productivity.

* Consistency: Macros ensure that tasks are performed in a consistent manner, reducing
discrepancies and improving data integrity.

e Error Reduction: By automating processes, the likelihood of human error in data entry and
calculations is minimized.

e Customization: Users can create customized macros tailored to their specific workflow needs,
enhancing efficiency.

Security Considerations for Macros

While macros provide significant benefits, they also pose security risks, particularly if they come from
untrusted sources. Malicious macros can contain harmful code that could compromise your data or
system.

Best Practices for Macro Security

To mitigate risks associated with macros, consider the following best practices:

e Enable Macro Security Settings: Adjust your macro security settings in Excel to prevent
unauthorized macros from running.

e Use Trusted Locations: Only run macros from trusted locations or files that you have created
yourself.

* Regularly Update Excel: Keep your Excel software updated to ensure you have the latest
security patches and features.



Practical Examples of Macros

Here are some practical examples of macros that can be useful across all workbooks:

e Auto Format Reports: A macro that formats reports with specific styles, colors, and fonts
automatically.

e Data Cleanup: A macro that removes duplicate entries and formats data consistently across
multiple sheets.

e Email Reports: A macro that sends a pre-defined report via email to specified recipients with a
single click.

Tips for Effective Macro Management

To maximize the effectiveness of macros, consider these tips:

e Document Your Macros: Keep detailed documentation of what each macro does for easy
reference and troubleshooting.

e Regularly Review and Update: Periodically review your macros for relevance and efficiency,
updating them as necessary.

e Backup Your Macros: Always keep a backup of your Personal Macro Workbook in case of data
loss.

Conclusion

Excel macros available to all workbooks are a powerful tool for automating tasks, enhancing
efficiency, and ensuring consistency across your spreadsheets. By understanding how to create and
manage these macros, users can optimize their workflow and significantly reduce the time spent on
repetitive tasks. With careful consideration of security and best practices, the potential of Excel
macros can be fully realized, leading to a more productive and error-free experience in data
management and analysis.



Q: What are Excel macros?

A: Excel macros are automated sequences of instructions that perform tasks in Excel. They are
written in Visual Basic for Applications (VBA) and allow users to simplify repetitive tasks.

Q: How can | create a macro in Excel?

A: To create a macro, use the Record Macro feature in Excel or write VBA code in the Visual Basic for
Applications editor, then save it in your Personal Macro Workbook for access across all workbooks.

Q: What is the Personal Macro Workbook?

A: The Personal Macro Workbook is a hidden workbook in Excel that allows users to store macros for
use in any Excel workbook. It opens automatically when Excel starts.

Q: Are macros safe to use?

A: While macros can enhance productivity, they can also pose security risks if obtained from
untrusted sources. It is essential to enable macro security settings and only use macros from trusted
locations.

Q: What are some practical examples of Excel macros?

A: Practical examples of Excel macros include automating report formatting, cleaning up data by
removing duplicates, and sending email reports with predefined content.

Q: How do | ensure my macros are effective?

A: To ensure your macros are effective, document their functionality, regularly review and update
them for efficiency, and back them up to avoid data loss.

Q: Can | edit an existing macro?

A: Yes, you can edit an existing macro by accessing the Visual Basic for Applications editor and
modifying the VBA code as needed.

Q: What benefits do macros provide in Excel?

A: Macros provide numerous benefits, including time efficiency, consistency in task execution,
reduced errors, and the ability to customize workflows according to user needs.

Q: How can | share my macros with others?

A: You can share your macros by exporting the module containing the macros from the VBA editor, or



by sharing the entire Personal Macro Workbook with others.

Q: What should | do if my macro doesn't work?

A: If a macro doesn't work, check the VBA code for errors, ensure that the required data is present,
and verify that macro security settings allow the macro to run.
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excel macros available to all workbooks: EXCEL 2007 MACROS MADE EASY Gail Perry,
2008-10-15 Get beyond the basics with Excel 2007 macros Now you can take your Excel skills to the
next level with help from this hands-on guide. Excel 2007 Macros Made Easy shows you how to
create, run, and revise macros to simplify repetitive tasks and store the instructions for complicated
ones. You'll learn to use Visual Basic for Applications (VBA), add macros to the Excel toolbar, and
share your macros with other users. Discover how easy it is to develop custom macros, save time,
and boost productivity. Record and edit macros Create and debug macros in VBA Save macros to the
Personal Macro Workbook or other workbooks Create VBA subroutines and functions Develop
interactive macros Format cells using macros Create variables and arrays Apply logic to macros with
If/Then/Else routines Use loops to process data Add controls to your worksheets

excel macros available to all workbooks: Advanced Excel for Surveyors Philip Bowcock,
Natalie Bayfield, 2014-05-22 Advanced Excel for Surveyors is the companion to the highly successful
Excel for Surveyors. This volume is intended to help both students and practitioners use Mircosoft
ExcelTM to solve some of the more complex problems that the surveyor may come across. It
explores how Visual Basic and macros can simplify and speed up repetitive tasks, fulfilling one of the
basic aims of computing: “If it is repetitive teach the machine to do this for you”. The methodology of
portfolio analysis is a relatively new discipline, which may be unfamiliar to many readers. The book
provides an introduction to the principles and shows how Excel can help, readers may even find this
of help when assessing their own personal investment portfolios. Further ideas for setting up
databases; how to arrange for several surveyors to work on a single project; data analysis; and the
use of charts in Reports are discussed together with further advice on security and protection.
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of Excel since 1997, this guide provides the necessary information to teach users to quickly unleash
the powerful new features in Excel 2007, create incredible-looking charts, customize color themes to
match their corporate logo, utilize data-visualization tools, and learn Pivot Table improvements.
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2000 Joe Kraynak, 1999 Shows how to use each component of Microsoft Office, and offers advice on
creating documents, spreadsheets, databases, graphics, and presentations
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https://explore.gcts.edu/workbooks-suggest-001/files?docid=mAV14-0832&title=excel-macros-available-to-all-workbooks.pdf
https://explore.gcts.edu/business-suggest-018/Book?docid=Iop10-9914&title=how-to-start-a-cafe-restaurant-business.pdf
https://explore.gcts.edu/business-suggest-018/Book?docid=Iop10-9914&title=how-to-start-a-cafe-restaurant-business.pdf

Specialist certification. This comprehensive guide is what you need to prepare for certification in
Excel 2003, both the Specialist and Expert levels. Carefully planned by a seasoned Microsoft Office
Specialist instructor, this invaluable study guide uses real-world scenarios to teach the full range of
Excel 2003 skills you need-not only to prepare for the certification exams, but also to increase your
ability and productivity in the workplace. Covering twenty-four Specialist exam objectives and
thirty-three Expert exam objectives, the book progresses through the functions and features of Excel
software. Even entry-level Excel users can rapidly build their skills. Excel 2003 Specialist
Certification Skill Sets * Creating Data and Content * Analyzing Data * Formatting Data and Content
* Collaborating * Managing Workbooks Excel 2003 Expert Certification Skill Sets * Organizing and
Analyzing Data * Formatting Data and Content * Collaborating * Managing Data and Workbooks *
Customizing Excel Plus, you'll find additional career preparation tools, including: * Solutions for
real-world scenarios * Structured learning for quick productivity * Full glossary of terms Go to
www.sybex.com/go/mosexcel2003 for downloadable sample files from the exercises in the book.
Practice what you've learned on your own. Visit www.sybex.com for all of your professional
certification needs.

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

excel macros available to all workbooks: Excel for Microsoft 365 Training Tutorial Manual
Classroom in a Book TeachUcomp, 2024-01-18 Complete classroom training manual for Excel for
Microsoft 365. 345 pages and 211 individual topics. Includes practice exercises and keyboard
shortcuts. You will learn how to create spreadsheets and advanced formulas, format and manipulate
spreadsheet layout, sharing and auditing workbooks, create charts, maps, macros, and much more.
Topics Covered: Getting Acquainted with Excel 1. About Excel 2. The Excel Environment 3. The Title
Bar 4. The Ribbon 5. The “File” Tab and Backstage View 6. Scroll Bars 7. The Quick Access Toolbar
8. Touch Mode 9. The Formula Bar 10. The Workbook Window 11. The Status Bar 12. The Workbook
View Buttons 13. The Zoom Slider 14. The Mini Toolbar 15. Keyboard Shortcuts File Management 1.
Creating New Workbooks 2. Saving Workbooks 3. Closing Workbooks 4. Opening Workbooks 5.
Recovering Unsaved Workbooks 6. Opening a Workbook in a New Window 7. Arranging Open
Workbook Windows 8. Freeze Panes 9. Split Panes 10. Hiding and Unhiding Workbook Windows
11.Comparing Open Workbooks 12. Switching Open Workbooks 13. Switching to Full Screen Mode
14. Working With Excel File Formats 15. AutoSave Online Workbooks Data Entry 1. Selecting Cells
2. Entering Text into Cells 3. Entering Numbers into Cells 4. AutoComplete 5. Pick from Drop-Down
List 6. Flash Fill 7. Selecting Ranges 8. Ranged Data Entry 9. Using AutoFill Creating Formulas 1.
Ranged Formula Syntax 2. Simple Formula Syntax 3. Writing Formulas 4. Using AutoSum 5.
Inserting Functions 6. Editing a Range 7. Formula AutoCorrect 8. AutoCalculate 9. Function
Compatibility Copying & Pasting Formulas 1. Relative References and Absolute References 2.




Cutting, Copying, and Pasting Data 3. AutoFilling Cells 4. The Undo Button 5. The Redo Button
Columns & Rows 1. Selecting Columns & Rows 2. Adjusting Column Width and Row Height 3.
Hiding and Unhiding Columns and Rows 4. Inserting and Deleting Columns and Rows Formatting
Worksheets 1. Formatting Cells 2. The Format Cells Dialog Box 3. Clearing All Formatting from Cells
4. Copying All Formatting from Cells to Another Area Worksheet Tools 1. Inserting and Deleting
Worksheets 2. Selecting Multiple Worksheets 3. Navigating Worksheets 4. Renaming Worksheets 5.
Coloring Worksheet Tabs 6. Copying or Moving Worksheets Setting Worksheet Layout 1. Using Page
Break Preview 2. Using the Page Layout View 3. Opening The Page Setup Dialog Box 4. Page
Settings 5. Setting Margins 6. Creating Headers and Footers 7. Sheet Settings Printing
Spreadsheets 1. Previewing and Printing Worksheets Helping Yourself 1. Using Excel Help 2.
Microsoft Search in Excel 3. Smart Lookup Creating 3D Formulas 1. Creating 3D Formulas 2. 3D
Formula Syntax 3. Creating 3D Range References Named Ranges 1. Naming Ranges 2. Creating
Names from Headings 3. Moving to a Named Range 4. Using Named Ranges in Formulas 5. Naming
3D Ranges 6. Deleting Named Ranges Conditional Formatting and Cell Styles 1. Conditional
Formatting 2. Finding Cells with Conditional Formatting 3. Clearing Conditional Formatting 4. Using
Table and Cell Styles Paste Special 1. Using Paste Special 2. Pasting Links Sharing Workbooks 1.
About Co-authoring and Sharing Workbooks 2. Co-authoring Workbooks 3. Adding Shared Workbook
Buttons in Excel 4. Traditional Workbook Sharing 5. Highlighting Changes 6. Reviewing Changes 7.
Using Comments and Notes 8. Compare and Merge Workbooks Auditing Worksheets 1. Auditing
Worksheets 2. Tracing Precedent and Dependent Cells 3. Tracing Errors 4. Error Checking 5. Using
the Watch Window 6. Cell Validation Outlining Worksheets 1. Using Outlines 2. Applying and
Removing Outlines 3. Applying Subtotals Consolidating Worksheets 1. Consolidating Data Tables 1.
Creating a Table 2. Adding an Editing Records 3. Inserting Records and Fields 4. Deleting Records
and Fields Sorting Data 1. Sorting Data 2. Custom Sort Orders Filtering Data 1. Using AutoFilters 2.
Using the Top 10 AutoFilter 3. Using a Custom AutoFilter 4. Creating Advanced Filters 5. Applying
Multiple Criteria 6. Using Complex Criteria 7. Copying Filter Results to a New Location 8. Using
Database Functions Using What-If Analysis 1. Using Data Tables 2. Using Scenario Manager 3.
Using Goal Seek 4. Forecast Sheets Table-Related Functions 1. The Hlookup and Vlookup Functions
2. Using the IF, AND, and OR Functions 3. The IFS Function Sparklines 1. Inserting and Deleting
Sparklines 2. Modifying Sparklines Creating Charts In Excel 1. Creating Charts 2. Selecting Charts
and Chart Elements 3. Adding Chart Elements 4. Moving and Resizing Charts 5. Changing the Chart
Type 6. Changing the Data Range 7. Switching Column and Row Data 8. Choosing a Chart Layout 9.
Choosing a Chart Style 10. Changing Color Schemes 11. Printing Charts 12. Deleting Charts
Formatting Charts in Excel 1. Formatting Chart Objects 2. Inserting Objects into a Chart 3.
Formatting Axes 4. Formatting Axis Titles 5. Formatting a Chart Title 6. Formatting Data Labels 7.
Formatting a Data Table 8. Formatting Error Bars 9. Formatting Gridlines 10. Formatting a Legend
11. Formatting Drop and High-Low Lines 12. Formatting Trendlines 13. Formatting Up/Down Bars
14. Formatting the Chart and Plot Areas 15. Naming Charts 16. Applying Shape Styles 17. Applying
WordArt Styles 18. Saving Custom Chart Templates Data Models 1. Creating a Data Model from
External Relational Data 2. Creating a Data Model from Excel Tables 3. Enabling Legacy Data
Connections 4. Relating Tables in a Data Model 5. Managing a Data Model PivotTables and
PivotCharts 1. Creating Recommended PivotTables 2. Manually Creating a PivotTable 3. Creating a
PivotChart 4. Manipulating a PivotTable or PivotChart 5. Changing Calculated Value Fields 6.
Formatting PivotTables 7. Formatting PivotCharts 8. Setting PivotTable Options 9. Sorting and
Filtering Using Field Headers PowerPivot 1. Starting PowerPivot 2. Managing the Data Model 3.
Calculated Columns and Fields 4. Measures 5. Creating KPIs 6. Creating and Managing Perspectives
7. PowerPivot PivotTables and PivotCharts 3D Maps 1. Enabling 3D Maps 2. Creating a New 3D
Maps Tour 3. Editing a 3D Maps Tour 4. Managing Layers in a 3D Maps Tour 5. Filtering Layers 6.
Setting Layer Options 7. Managing Scenes 8. Custom 3D Maps 9. Custom Regions 10. World Map
Options 11. Inserting 3D Map Objects 12. Previewing a Scene 13. Playing a 3D Maps Tour 14.
Creating a Video of a 3D Maps Tour 15. 3D Maps Options Slicers and Timelines 1. Inserting and



Deleting Slicers 2. Modifying Slicers 3. Inserting and Deleting Timelines 4. Modifying Timelines
Security Features 1. Unlocking Cells 2. Worksheet Protection 3. Workbook Protection 4. Password
Protecting Excel Files Making Macros 1. Recording Macros 2. Running and Deleting Recorded
Macros 3. The Personal Macro Workbook

excel macros available to all workbooks: Excel Macros For Dummies Dick Kusleika,
2022-02-17 Save time and become an Excel wizard with the world’s leading Excel macro guide Do
you love Excel and all the things you can do with it, but wish you could just work...faster? Excel
macros—automated workflows that save you time and energy—might be just what you need. In Excel
Macros For Dummies, you’ll learn over 70 of the most productive, time-saving macros in less time
than it takes to back up the files on your computer! Every chapter in the book gives you practical
info and exercises you can put to work immediately, alongside step-by-step instructions and
guidance on how to customize Excel to fit your every need. Inside, you'll find: Automations that take
your Excel productivity to the next level, and beyond Fully updated macros compatible with the
newest version of Excel included in Microsoft 365 Careful explanations of the basics as well as tips
for the advanced user With something for everyone, Excel Macros For Dummies is the productivity
supercharger you’'ve been waiting for. Grab a copy today!

excel macros available to all workbooks: Excel 2016 Power Programming with VBA
Michael Alexander, Richard Kusleika, 2016-01-29 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.

excel macros available to all workbooks: 101 Ready-To-Use Excel Macros Michael
Alexander, 2012-06-04 Save time and be more productive with this helpful guide to Excel macros!
While most books about Excel macros offer only minor examples, usually aimed at illustrating a
particular topic, this invaluable resource provides you with the tools needed to efficiently and
effectively program Excel macros immediately. Step-by-step instructions show you how to create
VBA macros and explain how to customize your applications to look and work exactly as you want
them to. By the end of the book, you will understand how each featured macro works, be able to
reuse the macros included in the book and online, and modify the macro for personal use. Shows you
how to solve common problems with the featured macros, even if you lack extensive programming
knowledge Outlines a problem that needs to be solved and provides the actual Excel macro, as well
as the downloadable code, to solve the problem Provides an explanation of how each macro works
and where to use the macro With 101 Ready-to-Use Excel Macros, Microsoft MVP Michael Alexander
helps you save time, automate tasks, and ultimately be more productive.

excel macros available to all workbooks: Show Me Microsoft Office Excel 2003 Steve
Johnson, 2003 Microsoft Office Excel 2003 provides powerful new tools with which to create,
analyze, and share spreadsheet information. Excel 2003 takes advantage of the latest technologies



such as XML and Microsoft SharePoint to extend desktop productivity and workspace collaboration
over an intranet or the Internet. This book covers these changes, as well as smart tags, which are far
more flexible in Excel 2003, and several statistical functions that have been improved to make data
analysis easier. Show Me's visual format highlights these usability features for new or upgrading
users, especially those upgrading from Office 97 or Office 2000. Though Excel 2003 has the fewest
changes of all the Office applications, new and upgrading users will need a resource to quickly get
them working with the software. This book's succinct yet complete coverage does just that!
Additional features of this book include a Troubleshooting Guide to help solve common problems and
a Project Guide with a listing of real-world projects by feature, as well as a MOS Exam Guide with a
complete listing of MOS objectives and page numbers to locate the objectives. This feature gives the
series a definite advantage over competing visual titles.

excel macros available to all workbooks: Microsoft Office Excel 2007 Denise Etheridge,
2011-08-02 You already know Excel 2007. Now you'd like to go beyond with shortcuts, tricks, and
tips that let you work smarter and faster. And because you learn more easily when someone shows
you how, this is the book for you. Inside, you'll find clear, illustrated instructions for 100 tasks that
reveal cool secrets, teach timesaving tricks, and explain great tips guaranteedto make you more
productive with Excel 2007. * Minimal text and maximum illustrations * Task-oriented, step-by-step
approach * Navigational aids connect instructions to illustrations * Self-contained, two-page lessons
* Uniform layout makes it easy to read less, learn more How easy is it? Look for these symbols
marking the difficulty of each task. * Demonstrates a new spin on a common task * Introduces a new
skill or a new task * Combines multiple skills requiring in-depth knowledge * Requires extensive skill
and may involve other technologies

excel macros available to all workbooks: Excel 2007: The Missing Manual Matthew
MacDonald, 2006-12-27 Microsoft Excel continues to grow in power, sophistication, and capability,
but one thing that has changed very little since the early '90s is its user interface. The once-simple
toolbar has been packed with so many features over the years that few users know where to find
them all. Microsoft has addressed this problem in Excel 2007 by radically redesigning the user
interface with a tabbed toolbar that makes every feature easy to locate and use. Unfortunately,
Microsoft's documentation is as scant as ever, so even if users can find advanced features, they
probably won't know what to do with them. Excel 2007: The Missing Manual covers the entire gamut
of how to build spreadsheets, add and format information, print reports, create charts and graphics,
and use basic formulas and functions. Like its siblings in the Missing Manual series, this book
crackles with a fine sense of humor and refreshing objectivity about its subject, guiding readers
through the new Excel with clear explanations, step-by-step instructions, lots of illustrations, and
friendly, time-saving advice. It's a perfect primer for small businesses with no techie to turn to, as
well as those who want to organize household and office information.

excel macros available to all workbooks: Microsoft Excel 2019 for Lawyers Training
Manual Classroom in a Book TeachUcomp , 2019-10-27 Complete classroom training manuals for
Microsoft Excel 2019 for Lawyers. 479 pages and 224 individual topics. Includes practice exercises
and keyboard shortcuts. You will learn how to effectively use legal templates, legal business
functions (such as the Pv and Fv functions) and simple IOLTA management. In addition, you’ll
receive our complete Excel curriculum. Topics Covered: Getting Acquainted with Excel 1. About
Excel 2. The Excel Environment 3. The Title Bar 4. The Ribbon 5. The “File” Tab and Backstage View
6. Scroll Bars 7. The Quick Access Toolbar 8. Touch Mode 9. The Formula Bar 10. The Workbook
Window 11. The Status Bar 12. The Workbook View Buttons 13. The Zoom Slider 14. The Mini
Toolbar 15. Keyboard Shortcuts File Management 1. Creating New Workbooks 2. Saving Workbooks
3. Closing Workbooks 4. Opening Workbooks 5. Recovering Unsaved Workbooks 6. Opening a
Workbook in a New Window 7. Arranging Open Workbook Windows 8. Freeze Panes 9. Split Panes
10. Hiding and Unhiding Workbook Windows 11.Comparing Open Workbooks 12. Switching Open
Workbooks 13. Switching to Full Screen View 14. Working With Excel File Formats 15. AutoSave
Online Workbooks Data Entry 1. Selecting Cells 2. Entering Text into Cells 3. Entering Numbers into



Cells 4. AutoComplete 5. Pick from Drop-Down List 6. Flash Fill 7. Selecting Ranges 8. Ranged Data
Entry 9. Using AutoFill Creating Formulas 1. Ranged Formula Syntax 2. Simple Formula Syntax 3.
Writing Formulas 4. Using AutoSum 5. Inserting Functions 6. Editing a Range 7. Formula
AutoCorrect 8. AutoCalculate 9. Function Compatibility Copying & Pasting Formulas 1. Relative
References and Absolute References 2. Cutting, Copying, and Pasting Data 3. AutoFilling Cells 4.
The Undo Button 5. The Redo Button Columns & Rows 1. Selecting Columns & Rows 2. Adjusting
Column Width and Row Height 3. Hiding and Unhiding Columns and Rows 4. Inserting and Deleting
Columns and Rows Formatting Worksheets 1. Formatting Cells 2. The Format Cells Dialog Box 3.
Clearing All Formatting from Cells 4. Copying All Formatting from Cells to Another Area Worksheet
Tools 1. Inserting and Deleting Worksheets 2. Selecting Multiple Worksheets 3. Navigating
Worksheets 4. Renaming Worksheets 5. Coloring Worksheet Tabs 6. Copying or Moving Worksheets
Setting Worksheet Layout 1. Using Page Break Preview 2. Using the Page Layout View 3. Opening
The Page Setup Dialog Box 4. Page Settings 5. Setting Margins 6. Creating Headers and Footers 7.
Sheet Settings Printing Spreadsheets 1. Previewing and Printing Worksheets Helping Yourself 1.
Using Excel Help 2. The Tell Me Bar 3. Smart Lookup Creating 3D Formulas 1. Creating 3D
Formulas 2. 3D Formula Syntax 3. Creating 3D Range References Named Ranges 1. Naming Ranges
2. Creating Names from Headings 3. Moving to a Named Range 4. Using Named Ranges in Formulas
5. Naming 3D Ranges 6. Deleting Named Ranges Conditional Formatting and Cell Styles 1.
Conditional Formatting 2. Finding Cells with Conditional Formatting 3. Clearing Conditional
Formatting 4. Using Table and Cell Styles Paste Special 1. Using Paste Special 2. Pasting Links
Sharing Workbooks 1. About Co-authoring and Sharing Workbooks 2. Co-authoring Workbooks 3.
Adding Shared Workbook Buttons in Excel 4. Traditional Workbook Sharing 5. Highlighting Changes
6. Reviewing Changes 7. Using Comments and Notes 8. Compare and Merge Workbooks Auditing
Worksheets 1. Auditing Worksheets 2. Tracing Precedent and Dependent Cells 3. Tracing Errors 4.
Error Checking 5. Using the Watch Window 6. Cell Validation Outlining Worksheets 1. Using
Outlines 2. Applying and Removing Outlines 3. Applying Subtotals Consolidating Worksheets 1.
Consolidating Data Tables 1. Creating a Table 2. Adding an Editing Records 3. Inserting Records and
Fields 4. Deleting Records and Fields Sorting Data 1. Sorting Data 2. Custom Sort Orders Filtering
Data 1. Using AutoFilters 2. Using the Top 10 AutoFilter 3. Using a Custom AutoFilter 4. Creating
Advanced Filters 5. Applying Multiple Criteria 6. Using Complex Criteria 7. Copying Filter Results to
a New Location 8. Using Database Functions Using What-If Analysis 1. Using Data Tables 2. Using
Scenario Manager 3. Using Goal Seek 4. Forecast Sheets Table-Related Functions 1. The Hlookup
and Vlookup Functions 2. Using the IF, AND, and OR Functions 3. The IFS Function Sparklines 1.
Inserting and Deleting Sparklines 2. Modifying Sparklines Creating Charts In Excel 1. Creating
Charts 2. Selecting Charts and Chart Elements 3. Adding Chart Elements 4. Moving and Resizing
Charts 5. Changing the Chart Type 6. Changing the Data Range 7. Switching Column and Row Data
8. Choosing a Chart Layout 9. Choosing a Chart Style 10. Changing Color Schemes 11. Printing
Charts 12. Deleting Charts Formatting Charts in Excel 1. Formatting Chart Objects 2. Inserting
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