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Exploring Microsoft Office Excel 2016 Comprehensive: A Complete Guide

When it comes to spreadsheets, Microsoft Excel has long been the industry standard. With the release of Excel 

2016, the platform introduced a host of new features, refined user interfaces, and enhanced collaboration tools that 

make working with data easier and more powerful than ever. Whether you’re a seasoned analyst, a business 

owner, or a student tackling a school project, exploring Microsoft Office Excel 2016 comprehensivewill unlock

the full potential of this versatile application.

Why Excel 2016 Still Matters

Many users have migrated to the latest Office 365 versions, but Excel 2016 remains widely used across

enterprises, educational institutions, and personal workflows. Its stability, backward compatibility, and the rich set of

features it offers make it an excellent choice for those who prefer a desktop experience without the constant

updates of the cloud �first model.

In this guide, we’ll walk through the core aspects of Excel 2016, from the user interface to advanced data analysis

tools, and share tips that help you work smarter, not harder.

Getting Started: The Excel 2016 Interface

Ribbon Customization

Excel 2016’s Ribbon remains the central hub for commands. Unlike earlier versions, the Ribbon is fully

customizable. To add a new tab:

1.  Right �click any existing tab and choose Customize the Ribbon.

2.  Click New Tab and rename it to something meaningful, e.g., “Data Tools”.

3.  Drag and drop commands from the left pane into your new tab.

4.  Click OK to save.

Custom tabs keep frequently used commands in reach, reducing the time spent hunting for tools.

Quick Access Toolbar

The Quick Access Toolbar sits above the Ribbon and can be customized to hold the most critical commands. You 

can add Save, Undo, Print, and even Excel 2016 macros to ensure they’re always one click away.

Formula Bar and Status Bar

The Formula Bar remains a powerful feature for editing complex formulas. It shows the entire formula, even if the

cell is small. The Status Bar at the bottom displays real �time statistics like the sum, average, and count of selected

cells. Right �clicking the Status Bar lets you toggle which statistics are visible.

Core Features of Excel 2016

Enhanced PivotTables and PivotCharts

Excel 2016 introduced the Power Pivot add �in for more robust data modeling. PivotTables now support data models



 that can handle millions of rows, enabling sophisticated business intelligence tasks.

To create a PivotTable with a data model:

•  Insert a PivotTable as usual.

•  Select Use this workbook’s Data Model in the dialog.

•  Add tables to the data model via the Data Model tab.

PivotCharts automatically update as you manipulate the PivotTable, giving you real �time visual insights.

New Chart Types

Excel 2016 added several chart types that simplify data visualization:

•  Waterfall – ideal for showing cumulative totals.

•  Histogram – perfect for distribution analysis.

•  Box &amp; Whisker – great for statistical summaries.

•  Combo Chart – combines bar and line charts.

These charts can be accessed from the Insert tab, under Charts.

Smart Lookup

Excel 2016 includes a built �in Smart Lookup feature that pulls definitions, Wikipedia entries, and related images 

directly into a side pane. Highlight a word or phrase, right �click, and choose Smart Lookup to get instant context.

Improved Conditional Formatting

The Conditional Formatting rules have been expanded to include data bars, color scales, and icon setsthat can

be customized with new icons and thresholds. This allows for more nuanced visual cues across large datasets.

Data Validation Enhancements

Excel 2016’s Data Validation now supports dynamic lists via the OFFSETfunction and offers better error

messages. This is particularly useful when building forms or dashboards that require user input.

Integration with Office 365 Services

Although Excel 2016 is a desktop app, it seamlessly integrates with cloud services such as OneDrive and 

SharePoint. Users can Save As to the cloud, share workbooks, and collaborate in real time with Office 365 users.

Mastering Formulas and Functions

Core Functions

Excel’s power lies in its functions. The 2016 version includes all the classic functions plus several new ones:

•  IFS – replaces nested IF statements.

•  SWITCH – provides a cleaner alternative to multiple IFs.

•  LET – allows variable assignment within a formula.

These functions simplify complex logic and improve readability.

Array Formulas

Array formulas can perform calculations on multiple values simultaneously. In Excel 2016, you still need to press 

Ctrl+Shift+Enter to create them. For example, to sum the product of two columns:

{=SUM(A2:A10*B2:B10)}



Array formulas reduce the need for helper columns and streamline calculations.

Dynamic Named Ranges

Dynamic named ranges automatically adjust as data changes. Create one using the OFFSET function:

=OFFSET(Sheet1!$A$1,0,0,COUNTA(Sheet1!$A:$A),1)

This range can be referenced in formulas or charts, ensuring they always reflect the latest data.

What-If Analysis Tools

Excel 2016 includes robust What-If Analysis tools:

•  Scenario Manager – create and compare multiple scenarios.

•  Goal Seek – find the input value needed to achieve a desired result.

•  Data Table – explore the impact of changing one or two variables.

These tools are invaluable for budgeting, forecasting, and decision �making.

Data Management and Analysis

Power Query

Power Query is a powerful ETL (Extract, Transform, Load) tool built into Excel 2016. It allows you to import data

from a variety of sources—CSV, Web, SQL, SharePoint, and more—then transform it using a user �friendly interface.

Steps to use Power Query:

1.  Go to the Data tab and click Get Data.

2.  Select your data source and follow the prompts.

3.  Use the Power Query Editor to clean, filter, and transform data.

4.  Click Close &amp; Load to import the processed data into a worksheet.

Power Pivot

Power Pivot lets you build data models that can handle large datasets. You can create relationships between tables,

add calculated columns, and write DAX (Data Analysis Expressions) formulas.

To enable Power Pivot:

1.  File > Options > Add �ins.

2.  In the Manage dropdown, select COM Add �ins and click Go.

3.  Check Microsoft Office Power Pivot for Excel and click OK.

Data Consolidation

Consolidate data from multiple worksheets or workbooks using the Consolidatetool. Choose the function (sum,

average, etc.) and add references to the sheets you want to merge.

Text to Columns

Split a single column into multiple columns based on delimiters (comma, space, etc.) using the Text to Columns

wizard. This is handy when importing data that lacks proper separation.

Automation with VBA and Macros

Recording Macros



Excel 2016 includes a macro recorder that captures user actions into VBA code. To record a macro:

1.  Developer tab > Record Macro.

2.  Perform the actions you want to automate.

3.  Stop recording.

Run the macro from the Developer tab or assign it to a button.

Writing VBA Scripts

For more complex automation, write VBA scripts directly. Basic syntax includes:

Sub Example()

    Dim ws As Worksheet

    Set ws = ThisWorkbook.Sheets("Sheet1")

    ws.Range("A1").Value = "Hello, Excel!"

End Sub

VBA can manipulate ranges, control loops, and interact with other Office applications.

Using Event Handlers

Event handlers trigger code when specific actions occur, such as opening a workbook or changing a cell. For

example, to run code whenever a cell in column A changes:

Private Sub Worksheet_Change(ByVal Target As Range)

    If Not Intersect(Target, Me.Range("A:A")) Is Nothing Then

        MsgBox "Column A changed!"

    End If

End Sub

Collaboration and Sharing

Co �Authoring in Real Time

When your workbook is stored on OneDrive or SharePoint, multiple users can edit simultaneously. Excel 2016 

displays presence indicatorsand updates changes in real time. This feature eliminates version conflicts and

speeds up teamwork.

Comments and Notes

Use Comments for threaded discussions and Notesfor single �line annotations. Comments appear as speech

bubbles and can be replied to, making them ideal for collaborative reviews.

Protecting Workbooks

To safeguard sensitive data, apply password protection:

•  File > Info > Protect Workbook.

•  Choose Encrypt with Password or Restrict Editing.

Additionally, you can lock specific cells while leaving others editable.



Best Practices for Efficient Excel 2016 Use

1.  Use Named Ranges – improves formula readability.

2.  Keep Workbooks Organized – separate data, calculations, and charts into distinct sheets.

3.  Leverage Tables – convert ranges to tables for dynamic ranges and auto �formatting.

4.  Validate Data – use Data Validation to prevent entry errors.

5.  Document Your Work – add clear comments and a README sheet.
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