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Excel Tips and Tricks
(Software) Workshop
[image: ]Taking the Tour
Before you start, take a few minutes to familiarize yourself with the interface of Excel 2007. If you are familiar with any of the other Office 2007 products you will feel right at home.
· Worksheet Layout: 256 Columns; 65,536 Rows. Cells are labeled by the intersecting columns & rows: A1, B15, G136.  There is always an active cell.
· Text entries: letters, numbers and symbols that are not calculated, usually left-aligned
· Numeric entries: numbers, formulas and dates, usually right-aligned
· Formula Bar: located at top of spreadsheet, displays actual cell content, may be different than display
· Formulas begin with =, can be any combination of cell references, numbers and mathematical operators or functions         =C2+D2            =A3-A4 * .15        =G15*(H7+J12)        
· Functions begin with =, use a special keyword and include parenthesis ( ). Click the Paste Function button for help   =sum(a1:a25)   =average(G2:g45)  =max(C3:J24)   =stdev(F14:M47)
· Editing Cells:  Use the formula bar, press F2 or double-click the cell.
· Delete the contents of a cell: press the Delete key or choose Edit, Clear, Contents
· Mouse Shapes:
	Mouse Shape
	Purpose
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	Large outline cross: used for selecting cells

	I
	I-beam: visible when text entry is possible
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	Drag-and-drop arrow: used for  moving and copying: 
Drag to move; Ctrl + drag to copy

	
	Fill-handle: used for replicating and incrementing data
	drag to copy data or increment a series
	double-click to extend selection equal to an adjacent column
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	Double headed arrows: used for changing column widths and row heights



· Keyboard Navigation:  CTRL + HOME goes to A1, CTRL + END to lower right edge, HOME to column A, CTRL + arrow keys to first and last entries in a group of entries
· Keyboard Shortcuts: Undo CTRL + z;  Bold  CTRL + b;  Go To CTRL + g
· Selection: use the mouse, or SHIFT plus navigation keys (keyboard arrow keys, Page Up/Down, etc.)
· Selection of Non-Contiguous Cells: Select the first cell or set of cells, hold Ctrl while selecting additional cells – very useful for formatting and creating charts.
· Delete a cell, row or column: select and choose Edit, Delete
· Formatting:  Select cells, then use toolbar or Format Cells dialog.  Note:  dates are considered to be numeric; and deleting the contents of a cell does not remove the formatting.
· Remove Formats:  Choose Edit, Clear Formats.
· Copy Formats:  Select the cell with the format to be copied, then click the FORMAT PAINTER toolbar button, then click the cell or cells to receive the format.
· Shortcut Menus: Use the right mouse button for shortcut menus for frequently used actions.
· Insert Rows:  Click in the row below the row to be added.  Choose Insert Rows.
· Insert Columns:  Click in the column to the right of the column to be added.  Choose Insert Columns.
· Move/Copy: Select the cells to be copied or moved, then “drag and drop” to move text. Hold CTRL to copy text or use the menu, toolbar or shortcut menu to choose CUT or COPY, then press ENTER to complete.  Choose PASTE to copy or paste more than once.
· Multiple Sheets:  use sheet navigation buttons left of sheet tabs, or CTRL + PAGEUP/PAGEDOWN
· Name Sheet Tabs:  double-click the sheet tab, then type a descriptive name.
· Group Edits:  To edit multiple worksheets at the same time, select the sheets using SHIFT for adjacent sheets and CTRL for non-adjacent sheets.  Great for maintaining consistent content and formatting, including header and footer information.  
· Link Cells in Formulas:  Create a linked cell from either the source or the destination:
· In the cell to receive the link, press =, then click in the cell to be linked and press ENTER.
· In the cell to be linked, choose COPY, then in the destination cell, choose EDIT, PASTE, SPECIAL, PASTE LINK. 
· Sorting Lists:  You can sort lists by columns or by rows.  If Excel detects a header row, a row at the top of a list formatted differently than the rest of the list (bold or bordered, for example) it will not include that row in the sort.  Be careful – select only one cell or everything you want to sort!  If you select only part of the list, that is all that will be sorted.  To perform the sort, use the sort buttons on the toolbar or choose Data, Sort to sort up to three levels or to specify a custom sort. 
· Create a Custom List:  You can create a custom list to sort or for extending a pattern with the fill handle by choosing Tools, Options, Custom Lists.
· Filter Lists:  Choose to see only specific elements of a list by choosing Data, Filter, AutoFilter.  Select the element you want on the filter selection arrows. Charts can be embedded on the worksheet with your data or separate chart sheets. 
· Select the data and labels to be included in the chart, press F11 or click the Chart Wizard button and follow the prompts. 
· Chart Type:  Use the Chart toolbar to change the chart type 
· Double-click embedded charts to activate the Chart menu, click in the spreadsheet outside the chart to return to the spreadsheet menus.
· Double-click a chart item to edit its properties – a series, an axis, gridlines or background
· Labels:  To add a title or X or Y axis labels, choose Chart, Chart Options, Titles.
· Create Templates:  You can create a master worksheet save it as a template by choosing File, Save As and specifying template in the Save As Type box. 
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