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Here's your chance to finally learn how to use Microsoft Excel! In a single sitting, this quick and easy
user guide will help you learn MS Excel basics, from navigating the home screen to working with formulas
and charts. It’s a great Excel tutorial that will help you in the office, at school, or even at home. Excel Basics
In 30 Minutes, 2nd Edition is written in plain English, with lots of step-by-step instructions and screenshots
that demonstrate exactly what to do. This MS Excel tutorial references Excel 2013, but most of the step-by-
step instructions apply to all versions of MS Excel released as part of the Microsoft Office and Office 365
suites, including Excel 2016. If you don't own Excel, the book explains how to use a free online spreadsheets
program called Google Sheets (part of the Google Drive online office suite). Topics in this top-selling Excel
book include:

Excel screen layout, cells, and terminology●

Basic Excel formatting●

AutoFill●

Excel formulas and functions●

How to make charts in Excel●

Sorting and filtering●

Printing●

Excel import and export formats (PDF, .CSV, .TSV, text, etc.)●

This is not an Excel bible, but rather a basic Excel tutorial and reference that answers the core questions that
any new Excel user will have:

What is a spreadsheet?●

What are cells?●

What is the button with the Greek letter for?●

How can Excel spreadsheets create basic financial projections?●

How can certain data in a worksheet be highlighted?●

How can data be alphabetized or ranked?●

How to edit a chart in Excel●

How to print an Excel spreadsheet without cutting off columns●

The second edition is up-to-date with new instructions and high-resolution screenshots of Excel 2013, Excel
Online, and the new Google Sheets. Here are some real reader reviews of Excel Basics In 30 Minutes: “Fast
and easy, this book is everything it claims to be. The material presented is very basic but it is also incredibly
accessible with step-by- step screenshots and a friendly tone more like a friend or co-worker explaining how
to use Excel than a technical manual.” ”One thing I particularly liked about "Excel Basics in 30 minutes" is
that it covers BOTH the MS Excel basics and the Google version basics. Explaining anything this intricate in
30 minutes is a challenge. (Can it be read in 30 minutes? Yes, I could do it, but I am not a typical user, I did
not need to stop and practice the examples.) I was impressed that the book does go into some of the ‘meat’ of
Excel while still being a book that someone with NO previous exposure to a spreadsheet can grasp.” Excel
Basics In 30 Minutes, 2nd Edition is authored by Ian Lamont, an award-winning technology writer and
author of Google Drive & Docs In 30 Minutes, Twitter In 30 Minutes, and Dropbox In 30 Minutes. Note:



Excel Basics In 30 Minutes is not affiliated with “For Dummies” books, Microsoft Excel 2013, Excel Online,
Office 365, Google Sheets, or other Google and Microsoft services referenced in the guide. In 30 Minutes®
is a registered trademark of publisher i30 Media Corp. All rights reserved.
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From reader reviews:

Frederick Rothman:

The book Excel Basics In 30 Minutes (2nd Edition): The quick guide to Microsoft Excel and Google Sheets
can give more knowledge and information about everything you want. Why must we leave a good thing like
a book Excel Basics In 30 Minutes (2nd Edition): The quick guide to Microsoft Excel and Google Sheets?
Some of you have a different opinion about publication. But one aim in which book can give many data for
us. It is absolutely proper. Right now, try to closer with the book. Knowledge or details that you take for that,
you may give for each other; you are able to share all of these. Book Excel Basics In 30 Minutes (2nd
Edition): The quick guide to Microsoft Excel and Google Sheets has simple shape however you know: it has
great and massive function for you. You can search the enormous world by available and read a guide. So it
is very wonderful.

Tyron Lenahan:

The book Excel Basics In 30 Minutes (2nd Edition): The quick guide to Microsoft Excel and Google Sheets
has a lot of information on it. So when you check out this book you can get a lot of profit. The book was
written by the very famous author. Mcdougal makes some research just before write this book. This specific
book very easy to read you can get the point easily after reading this book.

Jonathan Hickman:

Playing with family in a very park, coming to see the sea world or hanging out with friends is thing that
usually you may have done when you have spare time, and then why you don't try factor that really opposite
from that. One activity that make you not feeling tired but still relaxing, trilling like on roller coaster you are
ride on and with addition associated with. Even you love Excel Basics In 30 Minutes (2nd Edition): The
quick guide to Microsoft Excel and Google Sheets, it is possible to enjoy both. It is excellent combination
right, you still need to miss it? What kind of hang type is it? Oh come on its mind hangout men. What? Still
don't have it, oh come on its referred to as reading friends.

Jerry Brower:

Guide is one of source of information. We can add our information from it. Not only for students but native
or citizen require book to know the revise information of year to be able to year. As we know those
textbooks have many advantages. Beside most of us add our knowledge, can also bring us to around the
world. With the book Excel Basics In 30 Minutes (2nd Edition): The quick guide to Microsoft Excel and
Google Sheets we can take more advantage. Don't that you be creative people? To be creative person must
like to read a book. Merely choose the best book that ideal with your aim. Don't be doubt to change your life
by this book Excel Basics In 30 Minutes (2nd Edition): The quick guide to Microsoft Excel and Google
Sheets. You can more inviting than now.
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