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how to transfer data between excel workbooks is a common task that many users
encounter while working with Microsoft Excel. Whether you're consolidating
reports, sharing data with colleagues, or organizing information from
multiple sources, knowing how to efficiently transfer data between Excel
workbooks is essential for maximizing productivity and minimizing errors.
This article will guide you through various methods including copy-pasting,
using Excel formulas, linking workbooks, and utilizing Power Query. Each
method will be explained in detail to ensure you can choose the best approach
for your specific needs. We will also touch on best practices to ensure data
integrity and accuracy during the transfer process.

e Understanding the Basics of Excel Workbooks
e Method 1: Copy and Paste

e Method 2: Using Formulas

e Method 3: Linking Workbooks

e Method 4: Utilizing Power Query

e Best Practices for Data Transfer

e Conclusion

Understanding the Basics of Excel Workbooks

Before delving into the various methods for transferring data between Excel
workbooks, it is important to understand what an Excel workbook is. An Excel
workbook is a file that contains one or more worksheets, where users can
store and manipulate data. Each worksheet consists of rows and columns that
intersect to form cells, where data can be entered.

Excel workbooks are commonly used for data analysis, financial forecasting,
and project management. They allow users to perform calculations, create
charts, and visualize data. Understanding how to effectively manage and
transfer data between these workbooks can save time and enhance your overall
efficiency.

Method 1: Copy and Paste

The simplest way to transfer data between Excel workbooks is by using the
copy and paste method. This method is straightforward and does not require
advanced Excel skills. It is especially useful for transferring small amounts
of data.



Steps for Copying and Pasting Data

1. Open both the source workbook (the one containing the data) and the
destination workbook (the one where you want to transfer the data).

2. Select the cells you want to copy in the source workbook.

3. Right-click on the selected cells and choose “Copy” or use the keyboard
shortcut Ctrl+C.

4. Switch to the destination workbook and select the cell where you want to
paste the data.

5. Right-click and select “Paste” or use the keyboard shortcut Ctrl+V.

This method works well for transferring values, but it does not maintain any
formulas or formatting from the source workbook unless you choose specific
paste options. To preserve formatting, you can use “Paste Special” and select
the relevant options.

Method 2: Using Formulas

Another effective way to transfer data between Excel workbooks is by using

formulas. This method allows you to create dynamic links to data in another
workbook, which can be particularly useful for ongoing projects where data

changes frequently.

Using External References

To reference data from another workbook, you can use an external reference
formula. Here’s how:

1. Open both the source and destination workbooks.

2. In the destination workbook, select the cell where you want the data to
appear.

3. Type the equal sign (=) to begin your formula.

4. Switch to the source workbook and click on the cell you wish to
reference.

5. Press Enter. Excel will create a formula that looks something like this:
=’ [SourceWorkbook.xlsx]Sheetl’!Al.

This method ensures that any changes made in the source workbook will
automatically update in the destination workbook, providing a dynamic link to



your data.

Method 3: Linking Workbooks

Linking workbooks is a powerful way to manage related data without
duplicating it. This method is suitable for larger datasets and ongoing
projects where data updates are frequent.

Creating Links Between Workbooks

To link workbooks, follow these steps:

1. Open the source and destination workbooks.

2. In the destination workbook, click on the cell where you want to
establish a link.

3. Type an equal sign (=) and then navigate to the source workbook.
4. Select the cell in the source workbook that you want to link to.

5. Press Enter. The cell in the destination workbook will now reflect the
value of the cell in the source workbook.

Linked workbooks can provide real-time data updates, helping you manage
complex datasets with ease.

Method 4: Utilizing Power Query

Power Query 1is an advanced tool in Excel that allows you to import,
transform, and combine data from various sources, including other Excel
workbooks. This method is ideal for users who need to manage large datasets
or perform complex data transformations.

Steps to Use Power Query for Data Transfer

1. Open Excel and go to the Data tab.
2. Select “Get Data” and choose “From File,” then “From Workbook.”
3. Browse to the source workbook and select it.

4. In the Navigator window, select the worksheet or table you want to
import.



5. Click “Load” to bring the data into your current workbook.

Power Query allows for extensive data manipulation, including filtering,
merging, and transforming data, making it a powerful option for advanced
users.

Best Practices for Data Transfer

To ensure successful data transfers between Excel workbooks, consider the
following best practices:

e Backup Your Workbooks: Always create backups of your Excel files before
making significant changes or transferring data.

e Check for Formatting Issues: After transferring data, verify that
formatting and data types have been preserved.

e Keep Links Updated: If using linked workbooks, ensure that the source
workbook is accessible to avoid broken links.

e Document Your Processes: Maintain clear documentation of your data
transfer processes to streamline future operations.

e Test Data Integrity: After transferring data, perform checks to ensure
that the information is accurate and complete.

Conclusion

Understanding how to transfer data between Excel workbooks is a valuable
skill that enhances data management efficiency. Whether you opt for simple
copy-pasting, dynamic formulas, linking workbooks, or advanced Power Query
functionalities, each method has its unique advantages. By implementing best
practices, you can ensure data integrity and streamline your workflow,
ultimately leading to more productive Excel usage. Embrace these techniques
to optimize your data handling capabilities and improve your overall Excel
proficiency.

Q: What is the easiest way to transfer data between
Excel workbooks?

A: The easiest way to transfer data between Excel workbooks is by using the
copy and paste method. Simply select the desired cells in the source
workbook, copy them, and paste them into the destination workbook.



Q: Can I link cells from different Excel workbooks?

A: Yes, you can link cells from different Excel workbooks. By creating an
external reference formula, any changes made in the source workbook will
automatically update in the destination workbook.

Q: What is Power Query and how can it help with data
transfer?

A: Power Query is a powerful Excel tool that allows users to import,
transform, and combine data from various sources. It can be particularly
useful for transferring large datasets and performing complex
transformations.

Q: Will using formulas maintain formatting when
transferring data?

A: No, using formulas to transfer data will not maintain the formatting from
the source workbook. It only transfers values. If you need to preserve
formatting, consider using the copy-paste method with paste options.

Q: How can I ensure data integrity when transferring
between workbooks?

A: To ensure data integrity, make backups of your workbooks, verify the
accuracy of the data after transfer, and document your processes.
Additionally, perform checks for any formatting issues.

Q: Is there a limit to the amount of data I can
transfer between workbooks?

A: While there is no strict limit on the amount of data you can transfer,
performance may vary depending on your system's capabilities and Excel's

handling of large datasets. For very large datasets, consider using Power
Query.

Q: Can I transfer entire sheets between workbooks?

A: Yes, you can transfer entire sheets between workbooks by right-clicking on
the sheet tab, selecting “Move or Copy,” and then choosing the desired
destination workbook.

Q: What should I do if I encounter broken links after
transferring data?

A: If you encounter broken links after transferring data, check that the
source workbook is open and accessible. If the workbook's location has
changed, you may need to update the links within Excel.



Q: Are there any keyboard shortcuts to make data
transfer easier?

A: Yes, common keyboard shortcuts include Ctrl+C for copy, Ctrl+V for paste,
and Ctrl+X for cut. These shortcuts can significantly speed up the data
transfer process.

Q: How can I prevent accidental overwriting of data
during transfer?

A: To prevent accidental overwriting of data, always double-check the
destination cells before pasting. Additionally, consider using “Paste
Special” to choose specific paste options that match your needs.
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how to transfer data between excel workbooks: Excel All-in-One For Dummies Paul
McFedries, Greg Harvey, 2021-11-16 Excel-erate your productivity with the only guide you'll need to
the latest versions of Microsoft Excel Microsoft Excel offers unsurpassed functionality and
accessibility for data exploration and analysis to millions of users around the world. And learning to
unlock its full potential is easier than you can imagine with help from Excel All-in-One For Dummies.
Follow along with Excel expert and veteran author Paul McFedries as he walks you through every
feature and technique you need to know to get the most out of this powerful software. You'll learn
how to design worksheets, use formulas and functions, collaborate with colleagues and review their
work, create charts and graphics, manage and analyze data, and create macros. Plus, you'll discover
all the capabilities Microsoft has included in the newest versions of Excel, including dark mode and
accessibility features. This indispensable reference allows you to: Get a firm grasp of Excel basics
with the book's step-by-step guides before moving on to more advanced topics, like data analysis
Access up-to-date information on all the new versions of Excel, including the ones bundled with
Microsoft 365, Office 2021, and the LTSC/Enterprise Edition Enjoy the convenience of a single,
comprehensive resource detailing everything you need to know about Excel Perfect for people
coming to Excel for the very first time, Excel All-in-One For Dummies, Office 2021 Edition is also a
must-read resource for anyone looking for a refresher on foundational or advanced Excel techniques.

how to transfer data between excel workbooks: Excel 2013 All-in-One For Dummies
Greg Harvey, 2013-02-15 The comprehensive reference, now completely up-to-date for Excel 2013!
As the standard for spreadsheet applications, Excel is used worldwide - but it's not always
user-friendly. However, in the hands of veteran bestselling author Greg Harvey, Excel gets a whole
lot easier to understand! This handy all-in-one guide covers all the essentials, the new features, how
to analyze data with Excel, and much more. The featured minibooks address Excel basics, worksheet
design, formulas and functions, worksheet collaboration and review, charts and graphics, data
management, data analysis, and Excel and VBA. Covers the changes in the newest version as well as
familiar tasks, such as creating and editing worksheets, setting up formulas, and performing
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statistical functions Walks you through the new analysis tools that help make it easier to visualize
data with the click of a mouse Details new ways to explore your data more intuitively and then
analyze and display your results with a single click Whether you're an Excel newbie or a veteran
user to wants to get familiar with the latest version, Excel 2013 All-in-One For Dummies has
everything you need to know.

how to transfer data between excel workbooks: Excel 2003 All-in-One Desk Reference For
Dummies Greg Harvey, 2011-03-03 When you think of number-crunching and spreadsheets, you
think of Excel, right? After Word, it’s the most popular program in the Microsoft Office suite. But if
technical jargon isn’t your first language, you may have found Excel just a teeny bit frustrating. It
can be really hard to pick your way through the many features and make Excel do what you need for
it to do. Once you know how, you can use Excel to Create fill-in-the-blank forms Prepare expense
reports and invoices Manage all sorts of data Keep sales and inventory records Analyze financial
data and create forecasts Present information in charts and graphs Excel 2003 All-in-One Desk
Reference For Dummies tames the Excel monster. Nine minibooks break things down into
manageable, logical sections covering the basics, worksheet design, formulas and functions,
worksheet collaboration, charts and graphics, data management, data analysis, working on the Web,
and tweaking Excel with a programming language called Visual Basic for Applications, or VBA. In
the friendly, plain-English For Dummies style, this book makes it easy to find what you're looking for
and get instructions for doing what you need to do. You'll be able to Find your way around Excel’s
menus, toolbars, and dialog boxes, and access online help Format a professional-looking spreadsheet
that presents data the way you choose Edit an existing spreadsheet without disturbing its design or
contents Build Excel formulas and use built-in functions to produce the calculations you want Share
spreadsheet data with other people and programs, and collect comments Create great-looking charts
and find out how to choose the right format to display your data effectively Use Excel to maintain
large amounts of data, then filter the data to extract the information you need Publish spreadsheets
and charts on the Web in HTML format Explore ways to customize Excel with VBA Best of all, it’s
easy to find what you need in Excel 2003 All-in-One Desk Reference For Dummies. Before you know
it, you'll discover you've developed a friendship with Excel that will make your life easier, boost your
business, and impress your friends!

how to transfer data between excel workbooks: Excel 2016 All-in-One For Dummies Greg
Harvey, 2015-11-16 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.

how to transfer data between excel workbooks: Excel 2010 For Dummies eBook Set Greg
Harvey, 2012-12-13 Two complete e-books covering beginning- to intermediate-level Excel for one
low price! This unique value-priced e-book set brings together two bestselling For Dummies books in
a single e-book file. Including a comprehensive table of contents and the full text of each book,
complete with cover, this e-book set gives you in-depth information on Excel from basic worksheet
creation to data management, data analysis, and VBA programming for custom applications. Best of



all, you'll pay less than the cost of each book purchased separately. You'll get the complete text of:
Excel 2010 All-in-One For Dummies, which covers Navigating the interface, customizing Excel, and
using Backstage View Building, formatting, editing, proofing, managing, and printing worksheets
Using formulas and functions Creating charts, sorting and filtering data, and performing what-if
analysis Excel 2010 VBA Programming For Dummies, 2nd Edition, which shows you how to Use the
essential tools and operations for Visual Basic for Applications Work with range objects and control
program flow Handle errors and eliminate bugs in your code Develop custom user interfaces for
your applications, including dialog boxes About the authors Greg Harvey, author of Excel 2010
All-in-One For Dummies, is an experienced educator and the author of all editions of Excel For
Dummies. John Walkenbach, author of Excel 2010 VBA Programming For Dummies, is a leading
authority on spreadsheet software and the author of more than 50 books on Excel, including Excel
Bible.

how to transfer data between excel workbooks: Spreadsheets with Excel Stephen Morris,
2007-06-07 This handy textbook covers all you need to get started with spreadsheets. Learning
Made Simple books give you skills without frills. They are matched to the main qualifications, and
written by experienced teachers and authors to make often tricky subjects simple to learn. Every
book is designed carefully to provide bite-sized lessons matched to your needs. Learning Made
Simple titles provide both a new colorful way to study and a useful adjunct to any training course.
Using full color throughout, and written by leading teachers and writers, Learning Made Simple
books will help you learn new skills and develop your talents. Whether studying at college, training
at work, or reading at home, aiming for a qualification or simply getting up to speed, Learning Made
Simple books will give you the advantage of easy, well-organised training materials in a handy
volume with two or four-page sections for each topic for ease of use.

how to transfer data between excel workbooks: Microsoft Project 2010 Inside Out
Teresa Stover, Bonnie Biafore, Andreea Marinescu, 2011-05-15 Conquer Microsoft Project
2010—from the inside out! You're beyond the basics, so dive right in and really put your project
management skills to work! This supremely organized reference packs hundreds of timesaving
solutions, troubleshooting tips, and workarounds. It's all muscle and no fluff. Discover how the
experts tackle Project 2010—and challenge yourself to new levels of mastery. Take charge of the
project triangle—time, money, and scope—to balance your plan Enable collaboration among team
members, sponsors, and other project stakeholders Manually schedule tasks or use the automatic
scheduling engine Track and control your project using earned value analysis Create pivot views of
project data with Microsoft Excel(R) 2010 and Visio(R) 2010 Manage project activities in an
enterprise project-management environment Apply your experience to future projects by creating
your own custom templates

how to transfer data between excel workbooks: Data Analysis Using SPSS for Windows
Versions 8 - 10 Jeremy ] Foster, 2001-03-20 A new edition of this best-selling introductory book to
cover the latest SPSS versions 8.0 - 10.0 This book is designed to teach beginners how to use SPSS
for Windows, the most widely used computer package for analysing quantitative data. Written in a
clear, readable and non-technical style the author explains the basics of SPSS including the input of
data, data manipulation, descriptive analyses and inferential techniques, including; - creating using
and merging data files - creating and printing graphs and charts - parametric tests including t-tests,
ANOVA, GLM - correlation, regression and factor analysis - non parametric tests and chi square
reliability - obtaining neat print outs and tables - includes a CD-Rom containing example data files,
syntax files, output files and Excel spreadsheets.

how to transfer data between excel workbooks: Using Microsoft Dynamics 365 for
Finance and Operations Andreas Luszczak, 2018-12-07 This book provides precise descriptions
and instructions which enable users, students and consultants to understand Microsoft Dynamics
365 for Finance and Operations rapidly. Microsoft offers Dynamics 365 as its premium ERP solution,
supporting large and mid-sized organizations with a complete business management solution which
is easy to use. Going through a simple but comprehensive case study, this book provides the



required knowledge to handle all basic business processes in Microsoft Dynamics 365 for Finance
and Operations. Exercises are there to train the processes and functionality, also making this book a
good choice for self-study.

how to transfer data between excel workbooks: Creating and Verifying Data Sets with
Excel Robert E. McGrath, 2014-01-21 Accurate data entry and analysis can be deceptively
labor-intensive and time-consuming. Creating and Verifying Data Sets with Excel is a focused,
easy-to-read guide that gives readers the wherewithal to make use of a remarkable set of data tools
tucked within Excel—tools most researchers are entirely unaware of. Robert E. McGrath’s book is
the first to focus exclusively on Excel as a data entry system. It incorporates a number of learning
tools such as screenshots, text boxes that summarize key points, examples from across the social
sciences, tips for creating professional-looking tables, and questions at the end of each chapter.
Providing practical strategies to improve and ease the processes of data entry, creation and analysis,
this step-by-step guide is a brief, but invaluable resource for both students and researchers. I have
been messing around with data for over 40 years, and I still learned useful techniques and tricks
from this book. It will be invaluable for everyone doing data analysis, from novices to experts. I
highly recommend it. —David L. Streiner, McMaster University “Excel has become a standard tool in
the modern workplace. This well-written and accessible book covers foundational Excel data skills
that are rarely taught directly in quantitative methods classes, but are essential for anyone who
aspires to succeed in a data-driven environment.” —Kurt Taylor Gaubatz, Old Dominion University

how to transfer data between excel workbooks: InfoWorld , 1990-01-22 InfoWorld is
targeted to Senior IT professionals. Content is segmented into Channels and Topic Centers.
InfoWorld also celebrates people, companies, and projects.

how to transfer data between excel workbooks: Technology Application Competencies
for K-12 Teachers Chen, Irene, Thielemann, Jane, 2007-07-31 This book is designed to strengthen
understanding of the critical information in the framework for technology application competencies
for K-12 teachers--Provided by publisher.

how to transfer data between excel workbooks: GST Accounting with ally .ERP 9 Asok k
Nadhani, 2018-06-24 This book is aimed for readers who like to know practical aspects of
implementing & maintaining GST Accounts, Statutory Returns filing on GST Portal & various
compliance under GST Acts & Rules. It explains steps of GSTN Portal management & Returns filing
with illustrations of each operational step, in simple language.This book specifically explains
maintenance of GST Accounts with Tally. ERP9, the most popular accounting software of the country.
Comprehensive sets of business scenario illustrated with relevant screen components and
explanation of detailed operational steps are included. Even first time users would be able to
perform the tasks, without any external help.Apart from Business Executives, Owners and
Accountants and business, Part 4: Assignments (p.592), of the book, containing Quiz, Tests &
Business projects would be useful for aspiring candidates for Accounting jobs in business
organisations, and get prepared for competitive examinations.

how to transfer data between excel 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.

how to transfer data between excel workbooks: R Programming for Data Analysis and
Statistics Dr.R.Saravana Prabhu, 2025-08-06 Dr.R.Saravana Prabhu, Assistant Professor,
Department of Computer Science, Nadar Mahajana Sangam S.Vellaichamy Nadar College, Madurai,
Tamil Nadu, India.

how to transfer data between excel workbooks: Practical Multivariate Analysis Abdelmonem
Afifi, Susanne May, Robin Donatello, Virginia A. Clark, 2019-10-16 This is the sixth edition of a
popular textbook on multivariate analysis. Well-regarded for its practical and accessible approach,
with excellent examples and good guidance on computing, the book is particularly popular for
teaching outside statistics, i.e. in epidemiology, social science, business, etc. The sixth edition has
been updated with a new chapter on data visualization, a distinction made between exploratory and
confirmatory analyses and a new section on generalized estimating equations and many new updates
throughout. This new edition will enable the book to continue as one of the leading textbooks in the
area, particularly for non-statisticians. Key Features: Provides a comprehensive, practical and
accessible introduction to multivariate analysis. Keeps mathematical details to a minimum, so
particularly geared toward a non-statistical audience. Includes lots of detailed worked examples,
guidance on computing, and exercises. Updated with a new chapter on data visualization.

how to transfer data between excel workbooks: Spreadsheets Susan Ward, 2003 This
series provides all the knowledge and skills students need to complete level 2 qualifications. Written
in simple, clear language using Office 2000 applications, the titles are full of exercises to help
students get to grips fast with the skills they need for assessment.

how to transfer data between excel workbooks: Microsoft Project 2013: The Missing Manual
Bonnie Biafore, 2013-04-17 Get up to speed on Microsoft Project 2013 and learn how to manage
projects large and small. This crystal-clear book not only guides you step-by-step through Project
2013's new features, it also gives you real-world guidance: how to prep a project before touching
your PC, and which Project tools will keep you on target. With this Missing Manual, you'll go from
project manager to Project master. The important stuff you need to know Learn Project 2013 inside
out. Get hands-on instructions for the Standard and Professional editions. Start with a project
management primer. Discover what it takes to handle a project successfully. Build and refine your
plan. Put together your team, schedule, and budget. Achieve the results you want. Build realistic
schedules with Project, and learn how to keep costs under control. Track your progress. Measure
your performance, make course corrections, and manage changes. Create attractive reports.
Communicate clearly to stakeholders and team members using charts, tables, and dashboards. Use
Project's power tools. Customize Project's features and views, and transfer info via the cloud, using
Microsoft SkyDrive.

how to transfer data between excel workbooks: Computer Operator and Programming
Assistant (Practical) - 1 Mr. Rohit Manglik, 2024-05-18 EduGorilla Publication is a trusted name in
the education sector, committed to empowering learners with high-quality study materials and
resources. Specializing in competitive exams and academic support, EduGorilla provides
comprehensive and well-structured content tailored to meet the needs of students across various
streams and levels.

how to transfer data between excel workbooks: QuickBooks 2009: The Missing Manual
Bonnie Biafore, 2008-10-31 QuickBooks 2009 has impressive features, like financial and tax
reporting, invoicing, payroll, time and mileage tracking, and online banking. So how do you avoid
spending more time learning the software than using it? This Missing Manual takes you beyond
QuickBooks' help resources: you not only learn how the program works, but why and when to use
specific features. You also get basic accounting advice so that everything makes sense. QuickBooks
can handle many of the financial tasks small companies face. QuickBooks 2009: The Missing Manual
helps you handle QuickBooks with easy step-by-step instructions. With this book, you will: Get more
out of QuickBooks whether you're a beginner or an old pro. Learn how QuickBooks can help you
boost sales, control spending, and save on taxes. Set up and manage your files to fit your company's




specific needs. Use QuickBooks reports to evaluate every aspect of your enterprise. Follow the
money all the way from customer invoices to year-end tasks. Discover new timesaving features like
like better multi-user performance, a homepage dashboard, revamped online banking. Build budgets
and plan for the future to make your business more successful. QuickBooks 2009: The Missing
Manual covers only QuickBooks 2009 for Windows.
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