Microsoft Excel Tips and Tricks

Format Painter

-- Copies the formatting of a cell to other cells --
1. Select the formatted cell
2. Click the Format Painter tool
3. Select the cells to update with the format
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Adjust Column Width
e Single column (manual): position cursor between column headers, left click and drag
e Single column (automatic): position cursor between column headers and double click
e All columns: click box left of columns and above rows, double click between any two columns
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Copy Down Series/Formulas
1. Select data series/formulas
2. Place cursor at lower left corner
3. Copy down
a. Manually: left click and drag
b. Automatically: double click
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Filter / Sort
1. Click row 1 header
2. Click filter tool icon
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3. Click column filter icon
4. Select sort option or select filter items

5. Click OK
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* Notice the filter icon and the hidden rows

Select Cells
e Mouse: left click and drag
e Keyboard: hold Shift and use arrow keys (Page Up and Page Down also work)
e Mouse & Keyboard: select starting cell, hold Shift, click ending cell
e Select to end of column: select starting cell, hold Shift and Ctrl keys, press arrow down key
e Select to end of row: select starting cell, hold Shift and Ctrl keys, press arrow right key
e Select to end of data: select starting cell, hold Shift and Ctrl keys, press End key



Add Rows / Columns

Single row/column (mouse): right click row/column header, left click Insert

Multiple rows/columns (mouse): left click & drag to select multiple rows/columns, right click header
area, left click Insert. This will insert the same number of new rows/columns as were selected.
Single or Multiple (keyboard): select one or many rows/columns, hold Ctrl press “+” on number pad
Single or Multiple (menu): select one or many rows/columns, click the Insert Cells icon on the Home

menu

Highlight Cells for Quick Info

Select a series of numbers

At the bottom of the window is the Average, Count, and Sum
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Using Formulas
1. To putaformula into a cell start with the equals character “="
2. Click the cell containing the first number
3. Type the operator (+, -, *, /)
4. Click the cell containing the second number -
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5. Equations can also contain functions
6. To insert a function, click the function button while entering a formula
7. Select the function from the list and click OK
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9. Click OK
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