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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use tables,
PivotTables, sorting and filtering features in Microsoft Office Excel 2013. This guide is suitable as a training
handout, or simply an easy to use reference guide, for any type of user.

The following topics are covered:

List Range or Table?

Excel Tables: Creating an Excel Table, Adding or Deleting a Table Row or Column, Turning On/Off the
Total Row, Removing Duplicates, Using Table Specifiers in Formulas, Converting a Table to a List Range,
Using a List Range for Sorting, Filtering, Subtotals, and PivotTables.

PivotTables: Creating a PivotTable or PivotChart from Worksheet Data, Show/Hide the PivotTable Fields
Pane, Adding/Removing a PivotTable Field, Refreshing a PivotTable, Rearranging a PivotTable, Adding a
PivotChart to an Existing PivotTable, Changing the Summary Function, Changing How Values are Shown,
Sorting and Filtering a PivotTable, Filtering PivotTables with Timelines, Using a PivotTable to Analyze
Multiple Data Sources, Adding Excel Workbook Tables to the Data Model, Adding External Data to the
Data Model, Defining Relationships Across Multiple Tables, Creating a New PivotTable to Analyze
Multiple Data Model Tables, Adding Tables and Fields to an Existing PivotTable, Advanced Data Analysis,
Creating a Power View Sheet, Adding a Visualization to Power View.

Sorting & Filtering a Table or List Range: Basic Sorting, Complex Sorting, Filtering and Advanced Filtering,
Show/Hide AutoFilter, Filtering with AutoFilter. Advanced Filtering: Criteria for Advanced Filters, Using
Advanced Filters/Copying Filtered Data to Another Range, Selecting/Ordering Columns, Clearing Filtering
and Sorting, Subtotals.

This guide is one of multiple titles available for Excel 2013: Excel 2013 Introduction (ISBN 978-
1936220762); Excel 2013 Functions & Formulas (ISBN 978-1936220779); Excel 2013 Data Analysis with
Tables.
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From reader reviews:

Sonia Shipley:

Do you have favorite book? For those who have, what is your favorite's book? E-book is very important
thing for us to know everything in the world. Each book has different aim or even goal; it means that guide
has different type. Some people sense enjoy to spend their time for you to read a book. They are reading
whatever they get because their hobby is definitely reading a book. Consider the person who don't like
reading through a book? Sometime, person feel need book if they found difficult problem or exercise. Well,
probably you will need this Microsoft Excel 2013 Data Analysis with Tables Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card).

Christopher Sanchez:

Now a day people that Living in the era just where everything reachable by interact with the internet and the
resources within it can be true or not involve people to be aware of each data they get. How individuals to be
smart in obtaining any information nowadays? Of course the reply is reading a book. Reading through a
book can help people out of this uncertainty Information specifically this Microsoft Excel 2013 Data
Analysis with Tables Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) book since this book offers you rich info and knowledge. Of course the information in this book
hundred % guarantees there is no doubt in it you know.

Dennis Taylor:

Microsoft Excel 2013 Data Analysis with Tables Quick Reference Guide (Cheat Sheet of Instructions, Tips
& Shortcuts - Laminated Card) can be one of your beginning books that are good idea. All of us recommend
that straight away because this reserve has good vocabulary that may increase your knowledge in vocab, easy
to understand, bit entertaining but delivering the information. The writer giving his/her effort to put every
word into joy arrangement in writing Microsoft Excel 2013 Data Analysis with Tables Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) yet doesn't forget the main stage,
giving the reader the hottest in addition to based confirm resource facts that maybe you can be one of it. This
great information may drawn you into fresh stage of crucial imagining.

Norman Ross:

As a pupil exactly feel bored to be able to reading. If their teacher asked them to go to the library or make
summary for some e-book, they are complained. Just very little students that has reading's heart or real their
leisure activity. They just do what the trainer want, like asked to the library. They go to generally there but
nothing reading seriously. Any students feel that reading through is not important, boring in addition to can't
see colorful pictures on there. Yeah, it is for being complicated. Book is very important for yourself. As we
know that on this period of time, many ways to get whatever we want. Likewise word says, many ways to
reach Chinese's country. Therefore this Microsoft Excel 2013 Data Analysis with Tables Quick Reference



Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can make you experience more
interested to read.
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