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Introduction

Learning shortcuts, tips and tricks can help maximize your
productivity while reducing your time and effort with Excel
2007. The tips in this self ~ -help document are divided into
categories.

O:Shortcut O:Advice 9 =Caution

Process Summary

Introduction

Spreadsheet Management
Worksheet Management
Workbook Navigation
Editing Cell Contents
Formatting Cell Contents

Spreadsheet Management Charting
Using Shortcut Keys for File Operations
Shortcut Keys Result
CTRL+N Opens a new spreadsheet
CTRL+O Displays the Open dialog box
CTRL+F6+F6 Cycles through open documents
F12 Opens the Save As dialog box so you may save your spreadsheet
CTRL+F4 Closes a workbook
ALT+F4 Closes all open workbooks
Worksheet Management
Inserting a New Worksheet
Click the Insert Worksheet icon (Fig 1, 1) at the bottom of the workbook or press SHIFT+F11 on
your keyboard.
Figure 1
Sheet2 . Sheet3 %J—,‘—G) .
Figure 2
—
Insert... ]
g
_ Delete ~ ‘
Renaming a Worksheet

1. Double -click the worksheet tab
2. Type a new name.
3. Press ENTER on your keyboard

Deleting a Worksheet
1. Right -click the worksheet tab. A menu will appear.

2. Click Delete from the menu (Fig 2, 1).
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Move or Copy...

View Code
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Adding Color to a Worksheet

Figure 3
1. Right -click a sheet tab. Rename ]
Theme Colors i
2. Select Tab Color from the menu B b il 111011/
(Fig 3, 1). &l | view Code ;
3. Select a color from the palette to 0\ @y Protect Sheet..
the right (Fig 3, 2). \/—F Tab Colar 3 I I I I I I
Hide Standard Colors
Unhide HE HE lPurpIe, Acca
Select All Sheets |_| Mo Color I
Moving a Worksheet 2 N =T =) S T} o e I

Point to the worksheet name.

2. Press and hold the mouse and drag the sheet to the new location (small triangle points to new
location).

3. Release the mouse.

Figure 4
Moving a Worksheet to Another Workbook
Move or Copy L_@ |ﬁ

Open both workbooks.
2. Right -click the worksheet you wish to copy or move. A r:z‘;::llemd sheets : j

menu will appear. Multiple Sheet Workbook. xds / E'
3. Click Move or Copy  from the menu. The  Move or Before sheet:

Copy dialog box  will appear (Fig 4). e T

4. Under Tobook |, click the down arrow and choose the
workbook you wish to move or copy the worksheet tab
to (Fig 4, 1).

5. Under Before sheet , choose which spreadsheet you
want the tab to precede.

6. Ifyouwantto Create acopy |, click beside that
selection in the dialog box.

7. Click OK.

Compare Two Sheets from the Same Workbook

1. Open the Workbook.

2. Click the View tab on the Ribbon.

3. Click the New Window button inthe Window group.

4. Clickthe Arrange All  button in the Window group and choose Vertical . Click beside Windows
of active workbook.

5. Click OK.
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Workbook Navigation

Using Shortcut Keys for Navigation

To Move To:

Press:

First cell of the worksheet (A1)

Ctrl+Home

Last used cell of the worksheet

Ctrl+End or Ctrl+up/down arrow or left/right arrow

Up (or down) one screen

Page Up (or Page Down)

One screen to the left (or right)

Alt+Page Up (or Page Down)

To Move to a Specific Cell

1.

2.

Click inthe Name Box
spreadsheet (Fig 5).

Type a cell address, example E11, and press

in the upper left corner of the

Figure 5

Moo o T T

E i I".

ENTER .

To Enter a Formula, Label or Value and Remain in the cell

1.
2.

Click in a cell and type the formula, label or value.

Press CTRL+ENTER on your keyboard. The information will be accepted and you will remain in

the cell.

Quickly Scroll through a Very Large Spreadsheet

Pressthe SHIFT key while dragging either the horizontal or vertical scroll box. You will scroll very
quickly through the entire spreadsheet.

Zoom In/Out

Hold down the

and out.

Selection Techniques

CTRL key on your keyboard and move your mouse wheel up and down to zoom in

To Select:

Do This

A Range of Cells

Click the first cell, hold down the SHIFT key and click the last cell

An Entire Row

Click the gray numbered row header

An Entire Column

Click the gray lettered column header

All Cells in a Worksheet

- —
Press CTRL+A or click the top left corner of the A

worksheet where column A and row 1 meet 1

Range of Adjoining Populated
Cells

Press CRTL+SHIFT+UP/DOWN/LEFT or RIGHT arrows
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Editing Cell Contents

Create a Hard Return in a Cell

Click in the cell and begin to type. When you want a hard return, hold down the ALT key on your

keyboard and press ENTER .

Enter the Same Data in Several Cells

1. Select the cells you want the same data to appear in.
2. With the cells selected, type the data and press CTRL+ENTER

Copy the Contents of the Cell Above

Press C T R L +dcopy of the contents of the cell above the currently selected cell.

Using the AutoFill Handle

To copy cell contents, including formulas, from one column to the next Figure 6
1. Click on the cell that has the contents you want to April May June
copy. Rent 600 600 600

Food 45 = 58
9 Formulas will automatically update when copied Total 545
across columns or rows

2. Point to the lower right  -hand corner of the selected cell until a thin black plus sign appears

(Fig 6, 1).

3. Drag the black plus sign to the right
number of cells.

4. Release the mouse.

AutoFill Dates

until you have copied the information into the desired

Enter:

Drag the fill handle to get this:

Jan; January

Feb, Mar, Apr; February, March, April

Jan, Mar* (highlight both cells after typ-
ing)

May, Jul, Sep, Nov

Jan-00, Mar -00*

May-00, Jul -00, Sep -00, Nov -00

20-Jan, 20 -Mar*

20-May, 20 -Jul, 20 -Sep, 20 -Nov

2000, 2001*

2002, 2003, 2004

Quarter 1; Qtr 1; Any Word 1

Quarter 2, Quarter 3; Qtr 2, Qtr 3; Any Word
2, Any Word 3

*ltems separated by commas are in adjacent cells

AutoFill Days
Enter: Drag the fill handle to get this:
Mon Tue, Wed, Thu
Monday Tuesday, Wednesday, Thursday
Day 1 Day 2, Day 3, Day 4
1% day 2" day, 3 " day, 4 " day
4/1/00 4/2/00, 4/3/00, 4/4/00

4



\\«TOWSON UNIVERSITY MICROSOFTEXCEL 2007: SHORTCUTS TIPS AND TRICKS

Creating a Custom AutoFill List

You can create your own custom list, and use the list to sort or fill. For example, if you want to sort

or fill by High, Medium, Low, you need to create a custom list because there is no natural order.
Click the Office Button

Click Excel Options at the bottom of the menu.

Click the Popular category on the left.

Click the Edit Custom Lists button. The Custom Lists  dialog box will appear (Fig 7, 1).
Click the Add button on the right. Your cursor will be under List entries. (Fig 7, 2).

Type your custom list pressing ENTER to separate the list entries (Fig 7, 3).
Click Add .

‘ Figure 7
Click OK.
—
Custom Lists  ~ K

Click OK.
Custaom Lists

© © N o g w DN

Custom lists: List entries:
MEW LIST & | |Freshman
Sun, Man, Tue, Wed, Thu, Fri, & Sophomore

Add
Sunday, Monday, Tuesday, Wet Junior
Jan, Feb, Mar, Apr, May, Jun, J Seniar R —
January, February, March, April
Freshman, Sophomare, Junior

-

Press Enter to separate list entries,
Import list from cells: —

Formatting Cell Contents

Slant Column/Row Headings

1. Select the heading text.
2. Clickthe Home tab on the Ribbon.
3. Click the down arrow beside the Orientation button in the  Alignment  group (Fig 8, 1)
4. Choose a text direction (Fig 8, 2). )
Figure 8
Insert Fage Layout Formulas Data Drevel
al -l - |Asas|| Si=e= @/'I |§ General
I u v” v||{9"Y A Y| |§ = §| |§| Angle Counterclockwise ' - )
P B Align @ Angle Clockwise \
1§ Vertical Text
; Ml | ‘f'| 15t| atr | 4| Rotate Text Up
B c ]
Rotate Text D
Travel Budget IE- | Rotate Text Down
-@2 Format Cell Alignment
G ¢t c* gt
R
456 487 245 512
ent 20 115 178 246
125 150 120 175
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Using Conditional Formatting Figure 9
Use a conditional format to help you visually explore and Jflf g=Insert~ | X - ? E?I
analyze data, detect critical issues, and identify patterns b~ - 3 Delete || 8]~ _
Conditional | Format Cell (e Sort & Fin
and trends. Formatting =/ as Table = Styles ~ LEjFO”'"at' 27 Filter~ Seld
-

1. Select the cells you want to apply conditional x| Highlight Cells Rules > _:IJ Greater Than...

formatting to. |

Click theg Home tab on the Ribbon ‘_@"i Iowgmon\m'ﬁ ’ j] e Than

Click the Conditional Formatting iconinthe Styles =| Data Bars | 4 Between...

group (Fig 9, 1). |

—

4. Choose a type of rule (for instance Highlight Cells E—' Cotors Y| gy BT

Rules) (Fig 9, 2) and then choose a specific rule = = )

) . 1= lcon Sets 4 b Text that Contains...

(for instance  Greater Than) (Fig 9, 3). = =l

5. Type in the specific criteria. In this example we are = e :'é A Date Occurring...
. ¥ | 3
searching for all cells that are greater than 1500 2| Clear Rules
. .13] Manage Rules... = R

(F|g 10, 1) JE'_I Duplicate Values...

Choose a formatting style (Fig 10, 2). More Rules...

Click OK.

Figure 10
Greater Than e[ 2 ]

Format cells that are GREATER THAN:

=

1500 53]

with | Light Red Fill with Dark Red Text

QK

—Q

] [ Cancel

" e

Center Text across Multiple Columns

1. Select a range of cells (the width of the spreadsheet) (Fig 11, 1).
2. Clickthe Home tab on the Ribbon.
3. Click the down arrow beside the Merge and Center button (Fig 12, 1).
4. Click Merge & Center (Fig 12, 2).
Figure 11 4 ‘
\
A B C D E \
1] Sales Report for: Mike Conners |
P Month of January
3
4 |ltem Code ltem Price Qty. Product Sales Commission
5 1 $10.00 12 $120.00 $15.00
b 2 $6.53 32 $208.96 $31.34 N Figure 12
7 3 $98.00 12 $1,176.00 176.40
8 4 $79.32 1 $79.32
9 5  §76.22 8 $609.76 == =|®-| |5 | Genenl
10 B $0.23 32 $7.36 .
11 [ $55.35 8 $442.80 [ % - %% » ||%
12 8 $10.20 32 $326.40
13 9 §1132 6 $67.92 =4 Merge & Center
14 1[] $145T 24 $352.UB % ri‘qerge &crﬂss
15 Totals: 53,390 60
e E Bl Merge Cells
ners ! B Unmerge Cells
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Apply Decimal Points Automatically

Figure 13

.

1. Clickthe Office Button Excel Options
2. Click Excel Options Popular
3. Click Advanced on the left (Fig 13, 1). Formulas
4. Click beside Automatically insert a Proofing N
decimal point (Fig 13, 2). save
5. Beside Places , type the number of S— -]
decimal places (Fig 13, 3).
Customize
6. Click OK.
Add-Ins

Advanced options for working with Excel.

Editing opf

After

ter, move selection

Automatically insert a deci

imal point y
2 S ———

Enable fill handle and cell drag-and-drop
[ Mart hafors

Places:

wanuriting callc

Separate One Large Cell into Separate Cells

1. Insert a blank column to the right of the large cell. Figure 14
2. Select the cell you want to separate. Data Review  View Devd
3. Clickthe Data tab on the Ribbon.
. . ‘i Cl ===
4. Clickthe Textto Columns button inthe Data Tools %]i '* ear\\ EEI
group (Fig 14, 1) u; =
T _ . Filter f Text to
5. Make sure Delimited ischosen andclick Next . L ced || Columns D
Choose the delimiter (Tab, Semicolon, etc) and click Next . t & Filter
Choose the format (General, text, etc) and click Finish

Freezing Panes

To keep an area of a worksheet visible while you scroll to another area of the

lock specific rows or columns in one area by freezing panes.

T

To Freeze Row(s) Click the View tab on the Ribbon. Click the

worksheet , you can

Freeze Pane  button and click

Freeze Top Row (Fig 15, 1).

I ToFreeze Column(s) Click the View tab on the Ribbon. Click the Freeze Pane  button and
click Freeze First Column (Fig 15, 2).

I To Freeze both Rows and Columns Click the cell below and to the right of the row and

column you wish to freeze. Click the
and click Freeze Panes (Fig 15, 3).

Figure

View tab on the Ribbon.

Click the Freeze Panes

15

35 New Window Split
= Arrange All 1 Hide
[E Freeze Panes '] 1 Unh

‘_1.:

= =

Freeze Panes
Keep rows and columns visible while the rest of

Freeze Top Row

the rest of the worksheet.
Freeze First Column

; Save
ide | 24 | me— indows ~
the worksheet scrolls (based on current selection)

Keep the top row visible while scrolling through

Keep the first column 'LI'ISIblEWhIlESCFCI 1rg e
through the rest of the worksheet,

@€

button



\TOWSON UNIVERSITY MICROSOFTEXCEL 2007: SHORTCUTS TIPS AND TRICKS

To display formulas instead of calculation results

1. Holddownthe CTRL keyand pressthe tilde ~ key once on your keyboard.
2. To hide the displayed formulas, repeat the procedure.
3. Release the mouse.

Charting

To create a chart quickly

1. Select the data you wish the chart to display.
2. Press F11 on your keyboard.

To add data to an existing chart

1. Select the chart. (It will appear with a selection border around it and there will be a colorful
selection border around your original data) (Fig 16, 1).

2. Drag the colorful selection border to the right until the border encompasses all the desired data.

Figure 16

January February [March
1500 1800 2000
800 600 55(
6550 650, 700

°

To quickly move a chart to its own sheet

1. Click the chart to select it.

Click the Design contextual tab on the Ribbon.

Click Move Chart underthe Location group.

Click New Sheet and type a name for the new sheet if desired.
Click OK.

o~ w DN




