Microsoft Excel Tips


	Feature, File
	Syntax, Examples, Menus, Keys
	Explanation
	Common Uses

	Formatting
	
	
	

	Width and Height
	Menu: Format, Row or Column, Width or Height or AutoFit Selection

Mouse: drag or double-click to right of column heading or below row heading
	Adjust width of columns or height of rows
	To see the entire cell, e.g. if numbers appear as ####

To make a spreadsheet fit on a page for printing

	Hiding
	Select rows or columns (drag on headings)

Menu: Format, Row or Column, Hide

Mouse: right-click selection, click Hide

To unhide: select rows/columns before and after the hidden data, click Unhide
	Hidden rows or columns are not visible and are not printed
	Printing only visible parts

Protecting rows or columns containing advanced calculations from accidental changes

	AutoFormat
	Menu: Format, AutoFormat
	Quickly format cells with a standard format
	Formatting spreadsheets with a standard layout

	Styles
	Menu: Format, Style
	Apply consistent formatting to groups of cells; quickly change formatting
	Formatting large worksheets and workbooks

	Cell References
	
	
	

	Absolute addressing
	Example: $J$8 is an absolute cell reference. (J8 is a relative cell reference.)

Key: F4 changes cell reference type
	An absolute cell reference refers to a single fixed cell. It can be copied to other cells without changing.

(Relative references change when copied.)
	Commissions, taxes, exchange rates, contingencies, assumptions, parameters

	Ranges
	Example: C3:E9 is a range of 21 cells

Example: C3:E9,H3:J9 is 42 cells

Mouse: Drag to opposite corner

Key: Shift-click in opposite corner

Key: Ctrl-drag adds to selection

Toolbar: Name box in formula bar
	One or more rectangular groups of cells 

Specified by upper left and lower right corners

Can be given a name for easier reference and readability
	Graphing, table lookup, many functions

	Linking worksheets

(consolidate.xls)
	worksheet!cell or worksheets!cells

Examples: Kagera!D6 or May:July!A1:G7
‘[path\document.xls]worksheet’!cell

Key: Ctrl-PgUp or Ctrl-Pg-Dn moves to previous or next worksheet
	Refer to a cell (or range) in one or more other worksheets or workbooks
Links must be updated if the source workbooks are changed.
	Totalling or summarising values on several related worksheets and/or workbooks

	Functions
	Menu: Insert, Function

Toolbar: fx button
	Perform calculations and other logical processing
	

	Logical

(gradebook.xls)
	
	Return different values depending on the results of one or more conditions
	Evaluating and selecting data

	
	=if(condition,“value1”,“value2”)

Example: =if(Grade>=60,”pass”,”fail”)
	If the condition is true, return value1, otherwise return value2
	Checking if a condition has been met

	
	=and(condition1,condition2,…)

Example: =and(H8>0,H8<100)
	True if all conditions are true
	Checking if a number falls in a range of values

	
	=or(condition1,condition2,…)

Example: =or(C7=”Kenya”,C7=”Uganda”)
	True if any condition is true
	Checking if a value occurs in a list of values

	
	=not(condition)

Example: =not(isblank(G7))
	True if the condition is false

False if the condition is true
	Reversing the logic of a condition

	Lookup & reference

(lookup.xls)
	vlookup(lookup_value, table_array, column_number, false)

hlookup(lookup_value, array, row, false)
	Look up values in a vertical or horizontal table
	Codes, IDs, prices, etc. (similar to using keys in relational databases)

	Financial
(pmt.xls)
	pmt, rate, pv, irr, etc.
	Calculations for loans, payments, investments, assets, depreciation, etc.
	Financial and accounting calculations

	Mathematical
	=sum(number1,number2,…)

=product(number1,number2,…)
+, -, *, /, ^, 

sin, cos, tan, asin, pi, etc.

exp, ln, power, sqrt, fact, etc.

int, floor, ceiling, round, etc.
	Adds the numbers in a range

Multiplies the numbers

Arithmetic operators

Trigonometry functions

Logarithmic/exponential functions

Conversion/rounding functions
	Mathematical and engineering calculations

	Statistical
(gradebook.xls)
	=average(number1,number2,…)

stdev

median

mode

max

min

count
	Average (mean) of the numbers

Standard deviation from the mean

Middle number

Most frequent number

Largest number

Smallest number

Counts cells with number values
	Statistical summaries of data


	Feature, File
	Syntax, Examples, Menus, Keys
	Explanation
	Common Uses

	Data Menu
	
	
	

	Sorting

(subtotals.xls)
	Menu: Data, Sort

Toolbar: A(Z, Z(A buttons (first click in the column to sort by)
	Sort selected data,

by one or more columns, alphabetically, numerically or by date, 

in ascending or descending order
	Alphabetising, ranking, grouping data

	Data form

(autofilter.xls)
	Menu: Data, Form
	Enter data using a database-like form

Scroll through records, search using criteria, filter, etc.
	Simple flat-file databases (of personnel, inventory, etc.)

	Autofilter
(autofilter.xls)
	Menu: Data, Filter, AutoFilter
	Filter data rows that meet certain criteria by selecting field values from drop-down menus
	Quickly finding rows that meet certain criteria (similar to a database query)

	Outline

(subtotals.xls)
	Menu: Data, Group and Outline
	Show and hide details of grouped data whose columns have repeated values
	Any data that can be grouped by one or more columns

	Subtotals
(subtotals.xls)
	Menu: Data, Subtotals
	Calculate subtotals of grouped data
	Grouped financial or other numerical data requiring subtotals

	Pivot tables

(pivottable.xls)
	Menu: Data, Pivot Table

Drag fields to page, row, column, and data areas
	Group, summarise and rearrange large groups of multi-dimensional data in different ways
	Data that is sliced in many ways, e.g. sales can be summarised by date, location, product type, salesperson, customer, etc. 

	Consolidate

(consolidate.xls)
	Menu: Data, Consolidate
	Summarise data from several sources
	Adding up numbers from several worksheets to create a summary worksheet

	Tools Menu
	
	
	

	Tracer arrows

(gradebook.xls)
	Menu: Tools, Auditing

Trace dependants

Trace precedents
	Points to related cells

Cells to which a formula refers

Cells with formulas that use the cell
	Finding and correcting errors in formulas, especially useful in sheets with many, complex formulas

	Scenarios
(scenario.xls)
	Menu: Tools, Scenarios
	Test outcomes based on assumptions
	Planning and forecasting; deciding between two or more alternative plans

	Goal seek

(goalseek.xls,

pmt.xls)
	Menu: Tools, Goal Seek

Set cell: _____
To value: _____
By changing cell: _____
	Find numerical parameters to achieve desired outcomes 

Goal Seek works backwards from the goal to the assumptions.
	Budgeting and allocating limited resources

	Protection

(gradebook.xls)
	Select cells to unlock

Menu: Format, Cells, Protection, uncheck Locked

Menu: Tools, Protection, Protect Sheet, OK
	Prevent changes to parts of a worksheet

Note: By default, all cells are locked. 

When the sheet is protected, locked cells cannot be changed, but unlocked cells can be used.
	Restrict data entry personnel from changing features created by the designer (headers, formulas, formatting, etc.)

	Window Menu
	
	
	

	Freeze panes

(gradebook.xls)
	Select cell, row or column

Menu: Window, Freeze Panes
	Keep row and/or column headings visible when scrolling
	Scrolling through a large worksheet

	Split window

(gradebook.xls)
	Menu: Window, Split

Mouse: double-click or drag the split buttons (by scrollbars)
	View two different parts of a spreadsheet in the same window
	Viewing separated parts of a large worksheet

	Arrange
	Menu: Window, Arrange

tile, cascade, horizontal or vertical
	View more than one window at a time

Each window can show a different worksheet or workbook, or parts of the same one.
	Comparing two similar worksheets

Copying and pasting between worksheets
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