MS Excel Training - Tips
Tips below are for the 2007 version of MSExcel…  other versions may use different steps to perform similar tasks, so adjustments may be needed

Navigating
· Ctrl + “End” – bottom right cell in worksheet where data is entered
· Ctrl + “Home” – cell A1
· Ctrl + “↑”, “↓” – top or bottom of current column
· Ctrl + “←”, “→” – beginning or end of current row
Formatting
· Ctrl + “1” – brings up format cells box – font, borders, alignment, numbers, special characters, etc.
· Conditional formatting – highlight greater than, less than, duplicates, etc. 

· Hover cursor at column at top of column or beginning of row to get “↔”or “↕”; click and drag or double click - change column or row widths
Printing

· Page layout; print titles; sheet; click icon to the right of “rows to repeat at top”; highlight rows in worksheet and click icon to the right again; click OK – allow you to repeat selected top rows on each printed page
· Page layout; print titles; header/footer; custom header; type text (some “auto” text available – i.e. number of pages, date); OK; OK – insert custom header to be included for your document 

· Page layout; select cells you want to print; print area; set print area – allows you to print only a portion of the worksheet
· Page layout; “scale to fit” – set width to 1 page (or another number) – will allow you to control how many sheets “wide” your information prints on
DataFill

· Select cell with data you want to repeat (if a series, select series); hover cursor over bottom right corner of cell so black cross appears (fill handle); left click mouse and drag where you want the information repeated; release mouse
Sorting

· Select cell in column you want to sort; home; sort and filter; sort – “custom sort” allows you to sort on multiple levels; i.e. by last name, then first name
Formulas

· Four steps to follow when creating Formulas:

1. Always ground your cursor where the answer will be
2. All formulas start with the "=" sign
3. Always select the cells when writing a formula. Never type in the cell address
4. Always use the "checkmark" on the formula toolbar  to enter the formula result
· Common formula signs are intuitive:

a. Addition “+”

b. Subtraction “-“
c. Multiplication “*”
d. Division “/”
e. Exponent “^”
· To create formulas for a series of data:
a. =sum(range of cells)

· =average(range of cells)

· Formula tab; select cell where you want answer to appear; select formula; cursor will sit where range of cells needs to be entered – select the cells you want to include in the function; click checkmark

· Formulas can be repeated using DataFill function as described above

· Formulas can use data from different worksheets in the same workbook

· Formula tab; trace precedents – shows which cells influence the value of the currently selected cell
