how to combine multiple workbooks into
one

how to combine multiple workbooks into one is a common task in data management
that many professionals face. Whether you're consolidating data for reporting, analysis, or
simply organizing your files, knowing how to effectively merge multiple workbooks can
save time and enhance productivity. This article will provide you with several methods to
combine workbooks using popular software like Microsoft Excel and Google Sheets, as
well as tips for maintaining data integrity during the process. We will also cover the
advantages of combining workbooks and the best practices to follow for a seamless
integration.

Here’s what you can expect in this guide:

e Understanding the Importance of Combining Workbooks
e Methods to Combine Workbooks in Microsoft Excel

e Combining Workbooks in Google Sheets

e Best Practices for Combining Workbooks

e Troubleshooting Common Issues

Understanding the Importance of Combining
Workbooks

Combining multiple workbooks into one can significantly streamline your workflow and
enhance data analysis. There are several reasons why you might want to consolidate your
data:

e Improved Data Management: When data is spread across multiple workbooks, it
can become cumbersome to manage. Consolidating it into a single file simplifies the
process.

 Enhanced Data Analysis: Analysts often need to compare data from various
sources. A unified workbook allows for easier analysis and visualization.

e Reduced Errors: Manual data entry can lead to errors. Combining workbooks
minimizes the risk by allowing you to work with a single source of truth.

e Time Efficiency: Merging workbooks saves time when generating reports or



conducting analysis, as it reduces the need to switch between multiple files.

Understanding these benefits will help you appreciate the importance of mastering the
techniques for combining workbooks effectively.

Methods to Combine Workbooks in Microsoft
Excel

Microsoft Excel offers several methods to combine multiple workbooks into one. Below are
some of the most effective techniques.

Using Copy and Paste

One of the simplest ways to combine workbooks in Excel is through copying and pasting.
Follow these steps:

—_

. Open the source workbook from which you want to copy data.

2. Select the range of cells you wish to copy.

3. Right-click and choose “Copy” or press Ctrl+C.

4. Open the destination workbook where you want to combine the data.

5. Choose the cell where you want the data to begin and right-click to select “Paste” or
press Ctrl+V.

This method is straightforward but can be time-consuming if you have a large number of
workbooks or extensive data.

Using the Consolidate Tool

Excel also provides a built-in feature called the Consolidate tool, which is perfect for
summarizing data from multiple workbooks.

1. Open a new or existing workbook where you want to consolidate the data.

2. Go to the “Data” tab on the ribbon.



3. Click on “Consolidate.”

4. In the Consolidate dialog box, choose the function you want to use (e.g., Sum,
Average).

5. Click on “Browse” to find and select the other workbooks you want to consolidate.
6. Click “Add” after selecting each workbook and range.

7. Once all ranges are added, click “OK.”

Using the Consolidate tool is efficient for summarizing data, especially with numerical
values.

Using Power Query

Power Query is a powerful feature in Excel that allows for more advanced data
manipulation and combination.

1. Go to the “Data” tab and select “Get Data.”

2. Choose “Combine Queries” and then “Append.”

3. Select the workbooks you want to combine.

4. Follow the prompts to load the data into your workbook.

5. Click “Close & Load” to finalize the combination.

Power Query is ideal for users who need to combine large datasets from multiple sources,
providing flexibility and efficiency.

Combining Workbooks in Google Sheets

Google Sheets also provides options for combining multiple workbooks. The methods differ
slightly from Excel but are equally effective.

Using IMPORTRANGE Function

The IMPORTRANGE function allows users to pull data from multiple Google Sheets into
one. Here’s how to use it:



1. Open the destination Google Sheet where you want to combine the data.
2. In a new cell, type the formula =IMPORTRANGE("spreadsheet url", "range").

3. Replace “spreadsheet url” with the URL of the source workbook and “range” with
the specific range you want to import.

4. Press Enter, and you may be prompted to allow access to the source sheet.

This method is particularly useful for real-time data integration as changes in the source
workbook reflect immediately in the destination sheet.

Using Copy and Paste in Google Sheets

Similar to Excel, you can also use copy and paste in Google Sheets:

1. Open the source Google Sheet.
2. Select and copy the desired range of cells.
3. Navigate to the destination sheet and select the cell to paste the data.

4. Right-click and select “Paste” or use Ctrl+V.

While effective, this method is less efficient for ongoing data management.

Best Practices for Combining Workbooks

When combining workbooks, adhering to best practices is essential to maintain data
integrity and organization.

e Backup Your Data: Always create backups of your original workbooks before
merging to prevent accidental data loss.

e Standardize Formats: Ensure that the data formats (dates, numbers, text) are
consistent across workbooks to avoid discrepancies.

e Label Worksheets Clearly: Use clear and descriptive names for your tabs and
ranges to enhance navigability.

¢ Check for Duplicates: After combining, check for and address any duplicate entries



that may have occurred during the merging process.

e Document Your Process: Keep a log of the steps taken and any changes made
during the combination process for future reference.

Implementing these practices will help ensure a smooth and efficient merging process.

Troubleshooting Common Issues

When combining workbooks, you may encounter some common issues. Here are solutions
for a few of them:

Data Format Errors

If you notice that data is not displaying correctly after combining, it may be due to format
inconsistencies. To resolve this, ensure all relevant cells are formatted the same way
before combining.

Missing Data

If some data appears to be missing, double-check that you have selected the correct
ranges from each workbook. Validate that there are no hidden rows or columns in the
source workbooks.

Performance Issues

Combining large workbooks can slow down your system. If you experience lag, consider
breaking down the merging process into smaller batches or using Power Query for more
efficient handling.

By following the methods and best practices outlined above, you can effectively combine
multiple workbooks into one, enhancing your data management and analysis capabilities.

Q: How do I combine multiple Excel workbooks into one
without losing data?

A: To combine multiple Excel workbooks without losing data, use the Consolidate tool or
Power Query, which allows for summation and integration of data while maintaining
accuracy. Always ensure data formats are consistent before merging.



Q: Can I combine workbooks in Google Sheets?

A: Yes, you can combine workbooks in Google Sheets using the IMPORTRANGE function,
which pulls data from different sheets into one. You can also use copy and paste methods
for smaller datasets.

Q: What is the best way to ensure data integrity when
merging workbooks?

A: To ensure data integrity, standardize formats across workbooks, create backups before
merging, check for duplicates after the process, and document your steps for future
reference.

Q: How can I combine multiple CSV files into one Excel
workbook?

A: You can open each CSV file in Excel, copy the data, and paste it into a single Excel
workbook. Alternatively, use Power Query to combine multiple CSV files efficiently.

Q: Is it possible to combine workbooks automatically?

A: Yes, using Excel VBA (Visual Basic for Applications) or Power Query can automate the
process of combining workbooks, especially useful for repetitive tasks.

Q: What do I do if I encounter duplicate entries after
combining workbooks?

A: After combining workbooks, use the “Remove Duplicates” feature in Excel or Google
Sheets to eliminate duplicate entries from your dataset.

Q: Can I combine workbooks from different locations,
like OneDrive or Google Drive?

A: Yes, both Excel and Google Sheets allow you to combine workbooks stored in cloud
services like OneDrive or Google Drive by accessing them directly through their respective
applications.

Q: How can I merge workbooks with different
structures?

A: When merging workbooks with different structures, you may need to manually align the
columns and formats. Use Excel’s Power Query to transform and combine data more
flexibly.



Q: What tools can I use to combine workbooks apart
from Excel and Google Sheets?

A: Other tools for combining workbooks include data integration software like Tableau,
Microsoft Power BI, and programming languages like Python, which can automate the
merging process with libraries like Pandas.

Q: Why is it beneficial to combine workbooks?

A: Combining workbooks enhances data management, improves analysis efficiency,
reduces the risk of errors, and saves time when creating reports or conducting data
analysis.
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how to combine multiple workbooks into one: Collect, Combine, and Transform Data Using
Power Query in Excel and Power BI Gil Raviv, 2018-10-08 Using Power Query, you can import,
reshape, and cleanse any data from a simple interface, so you can mine that data for all of its hidden
insights. Power Query is embedded in Excel, Power BI, and other Microsoft products, and leading
Power Query expert Gil Raviv will help you make the most of it. Discover how to eliminate
time-consuming manual data preparation, solve common problems, avoid pitfalls, and more. Then,
walk through several complete analytics challenges, and integrate all your skills in a realistic
chapter-length final project. By the time you're finished, you'll be ready to wrangle any data-and
transform it into actionable knowledge. Prepare and analyze your data the easy way, with Power
Query - Quickly prepare data for analysis with Power Query in Excel (also known as Get &
Transform) and in Power BI - Solve common data preparation problems with a few mouse clicks and
simple formula edits - Combine data from multiple sources, multiple queries, and mismatched tables
- Master basic and advanced techniques for unpivoting tables - Customize transformations and build
flexible data mashups with the M formula language - Address collaboration challenges with Power
Query - Gain crucial insights into text feeds - Streamline complex social network analytics so you can
do it yourself For all information workers, analysts, and any Excel user who wants to solve their own
business intelligence problems.
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Frye, 2010-06-02 Experience learning made easy-and quickly teach yourself how to organize,
analyze, and present data with Excel 2010. With STEP BY STEP, you set the pace-building and
practicing the skills you need, just when you need them! Topics include creating formulas,
calculating values, and analyzing data; presenting information visually with graphics, charts, and
diagrams; building PivotTable dynamic views; using the new Excel Web App; reusing information
from databases and other documents; creating macros to automate repetitive tasks and simplify your
work; and other core topics.
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Power Query in Power BI and Excel Daniil Maslyuk, Gil Raviv, 2024-12-12 Transform your data
analysis experience with Power Query, the ultimate tool for importing, reshaping, and cleansing data
through a user-friendly interface. Whether you’re using Power BI, Excel, or other Microsoft
products, Power Query’s capabilities are at your fingertips. Renowned Power Query experts Daniil
Maslyuk and Gil Raviv guide you through mastering this indispensable tool, helping you eliminate
tedious manual data preparation, tackle common issues, and avoid potential pitfalls. In this updated
edition, you'll delve into comprehensive analytics challenges, seamlessly integrating your skills into
a realistic, final project. By the end, you'll possess the expertise to handle any data and convert it
into actionable insights. You will learn how to: Effortlessly prepare data by utilizing Power Query in
Power BI and Excel to transform your data quickly and efficiently Overcome common data
preparation problems with intuitive mouse clicks and straightforward formula edits Combine data
from various sources, multiple queries, and mismatched tables with ease Reshape tables to suit your
analysis needs Use the Power Query M formula language to create flexible data mashups and tailor
transformations to your requirements Address and overcome collaboration challenges by using
Power Query’s powerful features Gain crucial insights from text feeds by enhancing your data
analysis capabilities Profile data, diagnose queries, improve query performance, and more! About
This Book For everyone who wants to get more done with Power Query in less time For business and
financial professionals, developers, entrepreneurs, students, and others who need to efficiently
manage and analyze data

how to combine multiple workbooks into one: 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 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 combine multiple workbooks into one: 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 combine multiple workbooks into one: Excel 2007 All-In-One Desk Reference For
Dummies Greg Harvey, 2011-02-10 Master the Ribbon, powerful graphics capabilities, and more!
Your one-stop guide to great-looking spreadsheets that actually mean something Create colorful
spreadsheets and charts, use Live Preview, and maximize everything Excel 2007 has to offer! Find
just what you need to know about using the new Ribbon, designing spreadsheets that communicate,
editing and printing them, working with formulas, protecting your data when you collaborate,
turning out cool charts, and much more. The included four-color insert highlights the Ribbon, new
graphics features, and more! Discover how to Create dynamic spreadsheets with style galleries
Work with more than 40 new cell styles Automate formatting with Live Preview Share Excel data
with other programs Use VBA to write custom Excel functions

how to combine multiple workbooks into one: Excel 2016 All-in-One For Dummies Greg
Harvey, 2015-10-30 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 combine multiple workbooks into one: The Excel 365 Bible: Expert Tips and Tricks
for Productivity and Data Management Adolph Douglas, 2025-04-25 Unlock the full potential of
Excel 365 with The Excel 365 Bible, your ultimate guide to mastering productivity and data
management. Whether you're a beginner or an advanced user, this comprehensive book is packed
with expert tips, tricks, and practical insights to help you work smarter, not harder, with Excel.
Inside, you'll discover: Step-by-step tutorials for mastering Excel's core functions, from formulas to
pivot tables. Advanced techniques for automating tasks, streamlining data analysis, and creating
dynamic reports. Time-saving shortcuts and best practices to enhance your efficiency and boost
productivity. Powerful data management tools and features that transform the way you organize and
analyze information. Real-world examples and case studies to apply your new skills to everyday
business and personal projects. Whether you're managing complex datasets, building financial
models, or simply looking to improve your workflow, The Excel 365 Bible is the essential resource to
help you harness the power of Excel for success.

how to combine multiple workbooks into one: Microsoft Access 2013 Step by Step Joan
Lambert, Joyce Cox, 2013-02-15 Experience learning made easy—and quickly teach yourself how to
build your own database with Access 2013. With Step by Step, you set the pace—building and
practicing the skills you need, just when you them! Includes downloadable practice files and a
companion eBook. Build a database from scratch or ready templates Create easy-to-use data-entry
forms Write queries to extract and manipulate data Design reports to summarize data in effective
ways Import data from other databases and documents




how to combine multiple workbooks into one: 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 combine multiple workbooks into one: Excel 2010 All-in-One For Dummies Greg
Harvey, 2010-04-07 A comprehensive, up-to-date, user-friendly guide to Excel 2010 Excel is the
standard for spreadsheet applications and is used worldwide, but it's not always user-friendly. That
makes it a perfect For Dummies topic, and this handy all-in-one guide covers all the essentials, the
new features, how to analyze data with Excel, and much more. Eight minibooks address Excel
basics, worksheet design, formulas and functions, worksheet collaboration and review, charts and
graphics, data management, data analysis, and Excel and VBA. Excel is the leading spreadsheet/data
analysis software and is used throughout the world; the newest revision includes upgraded tools and
a redesigned interface For Dummies books are the bestselling guides to Excel, with more than three
million copies sold Excel 2010 All-in-One For Dummies covers the changes in the newest version as
well as familiar tasks, such as creating and editing worksheets, setting up formulas, and performing
statistical functions Eight self-contained minibooks cover the basics, worksheet design, formulas and
functions, worksheet collaboration, presenting data in charts and graphics, data management, data
analysis, and creating macros with VBA. Newcomers to Excel as well as veterans who just want to
learn the latest version will find Excel 2010 All-in-One For Dummies has everything they need to
know.

how to combine multiple workbooks into one: Microsoft® Access® 2010 Step by Step
Joan Lambert, Joyce Cox, 2010-07-15 Experience learning made easy-and quickly teach yourself how
to build database solutions with Access 2010. With STEP BY STEP, you set the pace-building and
practicing the skills you need, just when you need them! Topics include building an Access database
from scratch or from templates; publishing your database to the Web; exchanging data with other
databases and Microsoft Office documents; creating data-entry forms; using filters and queries;
designing reports; using conditional formatting; preventing data corruption and unauthorized
access; and other core topics.

how to combine multiple workbooks into one: Microsoft Access 2013 Step by Step Joyce
Cox, Joan Lambert, 2013 Experience learning made easy--and quickly teach yourself how to build
your own database with Access 2013. With Step by Step, you set the pace--building and practicing
the skills you need, just when you them! Includes downloadable practice files and a companion
eBook. Build a database from scratch or ready templates Create easy-to-use data-entry forms Write
queries to extract and manipulate data Design reports to summarize data in effective ways Import
data from other databases and documents

how to combine multiple workbooks into one: You Can Excel Vivekananda Sinha,
2023-03-18 Master 225+ magic tricks used by the top 1% of Excel Experts! This book is the magic
which solves the mystery of Excel differently. The life-changer tricks ease a level of learning and



rebuild self in work. A person gets moulded when they lack productivity at work, but this book is the
niche to restore power quickly. Innovative work that makes you smart and reconnects roots with
logic in life. Excel skills make an individual proud to communicate brilliantly through their work.
Everyone tries to be different from colleagues, and this book creates an essence to spark differently.
It may build your productivity manifold to 200% high. The desire to build an empire is only possible
when someone makes decisions quickly at the right time. This book generates the confidence to
work smoothly and stress-free with data. An entrepreneur and a life-changing coach Vivekananda
Sinha has mentored more than lac professionals worldwide and now shares the magic of Excel
through his book. He has put all the effort from his 17 years of experience, learning and challenges
he faced while working with Excel. So we can trust the work and inherent the seed of excellence in
our spreadsheets. A zeal for learning and earning will be built within a circle. We need core mindset
development to learn something magical and believe these tricks make you create wonders in your
career. Don’t think much of being a magician in Excel.

how to combine multiple workbooks into one: Beginner's Guide to Code Algorithms
Deepankar Maitra, 2022-01-26 Do you have creative ideas that you wish you could transform into
code? Do you want to boost your problem solving and logic skills? Do you want to enhance your
career by adopting an algorithmic mindset? In our increasingly digital world, coding is an essential
skill. Communicating an algorithm to a machine to perform a set of tasks is vital. Beginner’s Guide
to Code Algorithms: Experiments to Enhance Productivity and Solve Problems written by Deepankar
Maitra teaches you how to think like a programmer. The author unravels the secret behind writing
code - building a good algorithm. Algorithmic thinking leads to asking the right question and
enables a shift from issue resolution to value creation. Having this mindset will make you more
marketable to employers. This book takes you on a problem-solving journey to expand your mind and
increase your willingness to experiment with code. You will: Learn the art of building an algorithm
through hands-on exercises Understand how to develop code for inspiring productivity concepts
Build a mentality of developing algorithms to solve problems Develop, test, review, and improve
code through guided experimentation This book is designed to develop a culture of logical thinking
through intellectual stimulation. It will benefit students and teachers of programming, business
professionals, as well as experienced users of Microsoft Excel who wish to become proficient with
macros.

how to combine multiple workbooks into one: Microsoft Excel 2013 Step By Step Curtis
Frye, 2013-04-15 The smart way to learn Excel 2013—one step at a time! Experience learning made
easy—and quickly teach yourself how to manage, analyze, and present data with Excel 2013. With
Step by Step, you set the pace—building and practicing the skills you need, just when you them!
Includes downloadable practice files and companion eBook. Discover how to: Work with Excel 2013
in touch mode Write formulas, create macros, and organize data Present data visually and add
images to worksheets Consolidate multiple sets of data into a single workbook Analyze data using
the Quick Analysis Lens Collaborate with colleagues and present workbooks online

how to combine multiple workbooks into one: 1-2-3 97 for Windows for Dummies Quick
Reference John Walkenbach, 1997 This is a handy reference guide to Lotus 1-2-3 97 for Windows. It
explains the basics of the popular spreadsheets package in simple, jargon-free language

how to combine multiple workbooks into one: Microsoft Office Access 2007 Step by
Step Steve Lambert, M. Lambert, Joan Lambert, 2007-01-03 Experience learning made easy—and
quickly teach yourself how to build database solutions with Access 2007. With Step By Step, you set
the pace—building and practicing the skills you need, just when you need them! Build databases
from scratch or from templates Exchange data with other databases and Office documents Create
forms to simplify data entry Use filters and queries to find and analyze information Design rich
reports that help make your data meaningful Help prevent data corruption and unauthorized access
Your all-in-one learning experience includes: Files for building skills and practicing the book’s
lessons Fully searchable eBook Bonus quick reference to the Ribbon, the new Microsoft Office
interface Windows Vista Product Guide eReference—plus other resources on CD For customers who



purchase an ebook version of this title, instructions for downloading the CD files can be found in the
ebook.

how to combine multiple workbooks into one: Office 2013 Library: Excel 2013 Bible, Access
2013 Bible, PowerPoint 2013 Bible, Word 2013 Bible John Walkenbach, Michael Alexander, Richard
Kusleika, Faithe Wempen, Lisa A. Bucki, 2013-08-22 An indispensible collection of Office 2013 Bibles
Eager to delve into the new suite of Office 2013 applications? Look no further than this spectacular
collection of four invaluable resources that boast nearly 5,000 pages and cover the core Office
programs: Excel, Access, PowerPoint, and Word. The world's leading experts of these applications
provide you with an arsenal of information on the latest version of each program. Features four
essential books on the most popular applications included in the Office 2013 suite: Excel, Access,
PowerPoint, and Word Excel 2013 Bible - serves as an essential reference for Excel users, no matter
your level of expertise, and updates you on the latest Excel tips, tricks, and techniques Access 2013
Bible - offers a detailed introduction to database fundamentals and terminology PowerPoint 2013
Bible - shows you how to use the newest features and make successful presentations Word 2013
Bible - begins with a detailed look at all the latest features and then cover more advanced, intricate
topics Look no further than Office 2013 Library for the most thorough coverage on every aspect of
the Office 2013 suite!

how to combine multiple workbooks into one: Microsoft Office Excel 2007 Step by Step
Curtis Frye, 2007-01-03 Experience learning made easy—and quickly teach yourself how to
organize, analyze, and present data with Excel 2007. With Step By Step, you set the pace—building
and practicing the skills you need, just when you need them! Create formulas, calculate values, and
analyze data Present information visually with graphics, charts, and diagrams Build PivotTable
dynamic views—even easier with new data tables Reuse information from databases and other
documents Share spreadsheets for review and manage changes Create macros to automate
repetitive tasks and simplify your work Your all-in-one learning experience includes: Files for
building skills and practicing the book’s lessons Fully searchable eBook Bonus quick reference to the
Ribbon, the new Microsoft Office interface Windows Vista Product Guide eReference—plus other
resources on CD For customers who purchase an ebook version of this title, instructions for
downloading the CD files can be found in the ebook.
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