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Laminated quick reference card showing step-by-step instructions and shortcuts for Charts (graphs) and Lists
features of Microsoft Excel 2011 for the Mac. This card is suitable as an accompaniment for Intermediate
level Excel training.

The following topics are covered:

Excel Charts:

Creating a Chart, Charting Non-Adjacent Data, Deleting a Chart, Resizing a Chart Object, Moving a Chart
Object in the Worksheet, Changing Chart Type, General Editing of Chart Objects, Adjusting Axis Scale,
Creating a Chart with Two Scales, Adding Explanatory Text; Adding, Removing, Moving a Legend; Adding
a Data Series, Exploding a Piece of a Pie Chart, Adding Data Labels, Creating a Chart Sheet Using the
Default Chart Type, Switching a Chart Object to a Chart Sheet, Adding Projection to a Data Series.

Excel Tables:

Creating an Excel Table, Adding aNew Row or Column, Deleting a Table Row or Column, Turning On/Off
the Total Row, Changing the Total Row, Convert a Table to aNormal Range; Using a Normal Range for
Sorting, Filtering, and Subtotals; Removing Duplicates, Structured References in Excel Tables, Basic
Sorting, Complex Sorting, Filtering and Advanced Filtering, Show/Hide Autofilter, Filtering with Autofilter,
Searching for Filter Criteriain Autofilter, Advanced Filtering: Criteriafor Advanced Filters, Using
Advanced Filters/Copying Filtered Data to Another Range, Selecting/Ordering Columns. Clearing Filtering,
Subtotals.

Excel PivotTables:

Creating a PivotTable Report, Adding/Removing a PivotTable Field, Show/hide the PivotTable Builder,
Refreshing a PivotTable, Rearranging a PivotTable, Changing the Summary Function, Changing How
Vaues are Shown, Sorting in aPivotTable.

This guide is one of two titles available for Excel 2011: Excel 2011 Introduction and Excel 2011 Charts,
Tables & PivotTables.
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From reader reviews:
Matt Cresswell:

Book will be written, printed, or descriptive for everything. Y ou can understand everything you want by ae-
book. Book has a different type. Aswe know that book isimportant factor to bring us around the world.
Adjacent to that you can your reading expertise was fluently. A guide Excel 2011 for Mac: Charts, Tables &
PivotTables Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) will
make you to always be smarter. Y ou can feel alot more confidence if you can know about every little thing.
But some of you think this open or reading a book make you bored. It isn't make you fun. Why they can be
thought like that? Have you seeking best book or ideal book with you?

Alicia Mendes:

In this age globalization it isimportant to someone to find information. The information will make you to
definitely understand the condition of the world. The healthiness of the world makes the information much
easier to share. You can find alot of sources to get information example: internet, newspapers, book, and
soon. Y ou will observe that now, alot of publisher this print many kinds of book. Typically the book that
recommended for your requirementsis Excel 2011 for Mac: Charts, Tables & PivotTables Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) this guide consist alot of the
information in the condition of thisworld now. That book was represented so why isthe world has grown up.
The words styles that writer use to explain it is easy to understand. Typically the writer made some study
when he makes this book. Here iswhy this book acceptable al of you.

Tyrone Knudson:

This Excel 2011 for Mac: Charts, Tables & PivotTables Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) is completely new way for you who has curiosity to look for some
information since it relief your hunger associated with. Getting deeper you on it getting knowledge more you
know or else you who still having bit of digest in reading this Excel 2011 for Mac: Charts, Tables &
PivotTables Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can be
the light food to suit your needs because the information inside that book is easy to get by anyone. These
books build itself in the form that is certainly reachable by anyone, yep | mean in the e-book contact form.
People who think that in e-book form make them fedl tired even dizzy this guide isthe answer. So thereis
not any in reading a book especially this one. Y ou can find actually looking for. It should be here for anyone.
So, don't miss this! Just read this e-book type for your better life along with knowledge.

Robert Hatch:

Y ou can get this Excel 2011 for Mac: Charts, Tables & PivotTables Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) by check out the bookstore or Mall. Just viewing or
reviewing it can to be your solve challenge if you get difficulties to your knowledge. Kinds of this guide are



various. Not only simply by written or printed but in addition can you enjoy this book simply by e-book. In
the modern era such as now, you just looking because of your mobile phone and searching what your
problem. Right now, choose your personal ways to get more information about your e-book. It is most

important to arrange yourself to make your knowledge are still up-date. Let's try to choose proper ways for
you.
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