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Excel Top Tips

	1. 
	Open a spreadsheet application

Click on the Excel icon, or start, all programs, Office, Excel



	2. 
	Create a table in a worksheet

Add information in the appropriate cells to create the table. Each cell has its own reference (or address) made up of a column letter and a row number which identifies its position on the spreadsheet. This address is used in formulae



	3. 
	Merge cells

Highlight cells, format, cells, alignment, tick the merge cells box



	4. 
	Widen columns or deepen rows

Double click between the column letters or row numbers to make the column widen automatically. Click and drag between the column letters or row numbers to manually adjust the width or depth



	5. 
	Insert a row or column in a worksheet

Click on the row number or column letter AFTER where you want to add. Format, insert and select either row or column (only one will be available depending on whether you select a row or a column)



	6. 
	Change the value of a number in a cell

Click on the cell and type in the new value, click on another cell to enter the information



	7. 
	Change the colour of text or numbers

Highlight the cells and click on the arrow next to this icon and select the colour that you want 
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	8. 
	Align text to the left, centre or right
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Highlight the cells and click on the icon  you require 



	9. 
	Make text bold, italic or underlined

Highlight text, click on the B I U symbols on the toolbar



	10. 
	Format numbers with decimal places

Highlight the cells, format, cells, number, number, then set the number of decimal places



	11. 
	Format numbers with currency symbols

Highlight the cells, format, cells, number, currency, select the currency that you want from the dropdown list



	12. 
	Change the date format in a cell

Highlight the cells, format, cells, number, date, select the date format from the dropdown list



	13. 
	Change the point size of text

Highlight the cells, click on the dropdown box next to the B on toolbar, select the size of font you require



	14. 
	Wrap text in a cell

Highlight the cells, format, cells, alignment, tick the wrap text box



	15. 
	Orientate text in a cell

Highlight the cells, format, cells, alignment, move red pointer on the ”clock face“ to the angle that you would like the text to be



	16. 
	Sort data in a spreadsheet
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Highlight all the cells in the range you wish to sort. MAKE SURE THAT YOU INCLUDE THE CELLS WITH VALUES AS WELL AS THOSE TITLES. Click on the                      icon to select the sort you require 



	17. 
	Add a border around a table

Highlight the cells, format, cells, border, select the border you require



	18. 
	Change the colour of a border

Highlight the cells Highlight the cells, format, cells, border, select the colour you require, THEN select the border you require



	19. 
	Open a second worksheet in a workbook

Click on the worksheet tab you wish to open



	20. 
	Copy and paste text or charts between worksheets

Highlight the cells, right click in the highlighted area, copy, move to the new worksheet, right click on the cell you want to paste into, right click, paste



	21. 
	Copy a worksheet to a new workbook

Right click on the worksheet name tab, move or copy, tick create a copy and select where you would like the worksheet to be copied to



	22. 
	Hide rows or columns

Highlight the columns or rows, format, select columns or rows, hide



	23. 
	Un-hide rows or columns
Highlight the rows or columns EITHER side of the hidden data, format, select columns or rows, unhide



	24. 
	Freeze panes in a spreadsheet

Select the row underneath or column to the right of the one you want to freeze, window, freeze panes



	25. 
	Un-freeze panes in a spreadsheet

Window, unfreeze panes



	26. 
	Zoom text in a spreadsheet

Click on the arrow at the side of the numbered % in the toolbar and select the zoon you require



	27. 
	Change the name tab on a worksheet

Right click on the name tab, rename, type in the new name, click anywhere on the spreadsheet



	28. 
	Use the spell-check facility

Click tools, spelling



	29. 
	Create a formula

Click on =, click on the first cell, add the mathematical sign (+ - / *) click on the second cell, click on the green tick  



	30. 
	Replicate a formula

Move the cursor over the small square in the bottom right hand corner of the cell. The cursor will change to a thin cross, click and drag to fill cells



	31. 
	Use the Auto Sum Function

Click at the end of a set of numbers, click on the big E, click on the green tick      [image: image5.png][l
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	32. 
	Use the Average function

Click at the end of a set of numbers, =, select the average function from the dropdown list next to the red X, check the cell range, click OK



	33. 
	Use the Min function

Click at the end of a set of numbers, =, select the min function from the dropdown list next to the red X, check the cell range, click OK



	34. 
	Use the Max function

Click at the end of a set of numbers, =, select the max function from the dropdown list next to the red X, check the cell range, click OK



	35. 
	Use the Count function

Click at the end of a set of numbers, =, select the max function from the dropdown list next to the red X, check the cell range, click OK



	36. 
	Use the If-then-else-function

=, select the if function from the dropdown list next to the red X, enter the cell reference and the condition in the first box, enter the message to appear if the condition is met in the second box, enter the message to appear if the condition is not met in the third box. Click OK



	37. 
	Use absolute cell references

To make a cell reference so that it will not change if a formula is replicated, add a $ before the column letter and a $ before the row number



	38. 
	Create a chart in a worksheet

Highlight the cells, click on the symbol to access the chart wizard, select the chart type
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	39. 
	Add a title to a chart

Step 3 of the wizard, add a title and the names for the X and Y axis



	40. 
	Modify the colours in a chart

Place the tip of the pointer on the colour you want to change, right click, format data series, select the colour you require



	41. 
	Copy a chart between worksheets

Right click on the chart, copy, go to where you want to copy the chart, right click, paste



	42. 
	Change the chart type

Click on the chart, go to the chart wizard, select the new chart type, OK
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	43. 
	Add labels to a chart

Step 3 of the wizard, data labels, tick the box to add the label you require



	44. 
	Add percentages to a pie chart

Step 3 of the wizard, data labels, tick the box to add the label you require



	45. 
	Move a chart in a worksheet

Click on the chart, and drag to the new position



	46. 
	Add a footer or header to a spreadsheet

View, header and footer, select the custom header or footer as appropriate



	47. 
	Add file path fields to a header or footer

Access the header or footer, click on this symbol 



	48. 
	Use the print preview

Click on this symbol in the toolbar 



	49. 
	Change the orientation of a page

File, page setup, page, select either portrait or landscape



	50. 
	Print row and columns titles on every page

File, page setup, sheet, click on the symbol at the end of the rows to repeat at top box, select the rows on the spreadsheet that you want repeat, click on the red x, OK



	51. 
	Print on a set number of pages

File, page setup, page, click on the fit to box, select the number of pages that you want to fit the spreadsheet to



	52. 
	Print gridlines in a spreadsheet

File, page setup, sheet, click on the gridlines box



	53. 
	Print a spreadsheet

Click on the printer icon



	54. 
	Save a spreadsheet as a template

File, save as, save as type, select templates, SAVE TO YOUR DISC, OK



	55. 
	Save and closing an open workbook
File, save, OK
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