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[bookmark: _GoBack]SELECTION OPTIONS
White Cross – To Highlight

Black Cross – This is the Fill Handle, black square bottom right of cell(s), used to copy and for built-in lists (days of week, months of year)

White Arrow – This will allow you to drag and drop (works like cut and paste)

Right Mouse button – will call up a shortcut menu of options available to the area you have clicked in.

Keyboard Shortcuts – Many available to use.  If there is a keyboard shortcut to a function, it will be displayed on the right hand side of the drop down menu.  Eg; Ctrl P will take you to the print dialog box

Alternatively, type “Keyboard shortcuts” into the help in Excel and a list of all available shortcuts will be displayed.

Using the Alt Key – You can hold down the Alt key (next to space bar) and select the underlined character on the keyboard of the desired option.  Such as Alt F will drop down the File menu.

Ctrl Home – Will take you back to cell A1

Ctrl End – Will take you to the last cell with an entry in it

Double Click – To highlight a word

Triple click – To highlight a paragraph

Triple click in the selection bar (left margin) to highlight the whole document

Ctrl A will also highlight the whole worksheet

Ctrl Key – This key (bottom left hand side of your keyboard) can be used to select cells that are not joined together.  Select the first cell with your mouse, then hold down the Ctrl key and click on all other cells you wish to highlight.

CREATE, SAVE, CLOSE AND EXIT
Create a new blank worksheet
1. Click on the first icon (the New icon) on your standard toolbar (the one that looks like a sheet of paper)
Or
2. Go to File>New and select Blank Workkbook from the Task Pane
Save a new, unnamed workbook
1. Click File, then Save on the worksheet menu bar, or click the save icon (third from left) on your standard toolbar.
2. If you want to save the workbook in a different folder, locate and open the folder by clicking in your Save in box.
3. In the File name box, type a name for the workbook. (You can use long, descriptive file names if you want)
4. Click the Save button, or hit Enter (on your keyboard)
Save an existing workbook
1. Click File, then Save on the worksheet menu bar.  Or click the save icon (third from left – looks like a TV) on your standard toolbar.
Save a Workbook to your Floppy Disc (A:) (Or any other location)
1. Click File, then Save As on the worksheet menu bar
2. Click in the Save in box and select 3½ floppy (A:) (or any other location)
3. If you wish to change the name of your workbook, in the File name box, type a name 
4. Click Save, or hit Enter
To open a File from your Floppy Disc (A:) (or any other location)
1. Go to File, then Open.
2. Click in your Look in box and select 3½ floppy (A:) (or any other location)
3. When the list of files comes up, click on the file you wish to open.
4. Click Open, hit Enter, or double click on the filename.
To Close a File
1. Select File>Close
Or
2. Click the lower X, top right hand side of the screen.
NOTE:  This will close your file, but you will remain within Excel.
To Exit Excel
1. Select File>Exit
Or
2. Select the X, top right hand side of the screen
CUT, COPY, PASTE, THE FILL HANDLE
CUT means to remove from one area and place or PASTE in another.
To Cut 
Ctrl X
Or
Right click over your selection and click Cut, 
Or
Go via the menu system; Edit>Cut 
Or
Use the Cut icon on your toolbar (scissors)
COPY means to take a copy (not remove) of something in one location and PASTE into another location, 
To Copy 
Ctrl C
Or
Right click over your selection and click Copy, 
Or
Go via the menu system; Edit>Copy
Or
Use the Copy icon on your toolbar 
PASTE means to place either the cut or copied data in the selected location
To Paste 
Ctrl V
Or
Select where you wish your copied or cut data to go, right click over your selection and click Paste, 
Or
Go via the menu system; Edit>Paste
Or
Use the Paste icon on your toolbar 

Fill Handle
You can copy to the immediate right of a cell(s), or immediately below a cell(s) using the fill handle.  Just click in the cell you want to copy, find the fill handle (black square, bottom right of cell), hold your left mouse button down on the fill handle and drag.
The Fill handle has some built-in lists incorporated in it, such as days of the week and months of the year.
1. Type Monday in any cell and hit Enter.
2. Click back on the cell containing the word Monday.
3. Locate the Fill Handle (small black square, bottom right of selection).
4. Drag down or to your right and you will see the days of the week fill into the cells.
The same works for months of the year.
WORKBOOK FORMATTING
Apply bold formatting to cells
1. Select the cell(s) you want to change.
2. On the Formatting toolbar, click the B (for Bold). 
Or
3. Highlight the cells you wish to bold and select Ctrl B
Apply Italic formatting to cells
1. Select the cell(s) you want to change.
2. On the Formatting toolbar, click I (for Italic)
Add a basic underline
1. Select the cells you want to underline
2. On the Formatting toolbar, click Underline. 
Widening Columns and Rows
To widen a column:
1. To the right of the column you wish to widen, wave your mouse between the column header letters and click on the vertical column separator (black cross of the column that you wish to widen).  
2. Drag to appropriate width.
Note:  Double clicking will Best-fit your column to it’s widest entry.
Or 
1. Highlight your column
2. Go to Format>Column>Width
3. Type in the width you want
4. Click OK
To widen a row:
1. Below the row you wish to widen, wave your mouse between the row header numbers and click on the horizontal row separator (black cross of the column that you wish to widen).  
2. Drag to appropriate width.
Note:  Double clicking will Best-fit your row to it’s largest entry.
Or
1. Highlight your row
2. Go to Format>Row>Width
3. Type in the width that you want
4. Click OK
Aligning Cells
You have the options of aligning entries to the left of a column, the centre of a column or the right of a column.
Highlight the colums you with to align and select the required alignment tool from the Formatting toolbar.
Change the Type of font 
Select the cells you want to change.
1. On the Formatting toolbar, select a font name from the Font box.

Change the size of font
1. Select the cells you want to change.
2. On the Formatting toolbar, click a point size in the Font Size box

Change the color of cells
3. Select the cell you want to change, do one of the following:
a) To apply the color most recently used for text, click Fill Color icon (the capital A with a strip of color beneath it) on the Formatting toolbar. 
b) To apply a different color, click the small black downward pointing arrow next to the Fill Color icon, and then select the color you want. 
or
c) Go to Format, then Cells then click the Font tab. Hit the drop down arrow in the Color box and select a color from here.  Click OK
Add borders to a cell
1. Select the cells you want to add borders to.
a) Go to Format, then Cells then click the Border tab to see the border options.
Or
b) To apply the most recently selected border style, click the Borders icon on the Formatting toolbar. 
To apply a different border style, click the small black downward arrow next to the Borders icon, and then click a border on the palette. 
Formatting Numbers
In Microsoft Excel, you can use number formats to change the appearance of numbers, including dates and times, without changing the number behind the appearance. For example, you can display a number such as .08 as 8%. Or you can add currency symbols and decimal places to your numbers.

1. Select the cells you want to format.
2. On the Format menu, click Cells, and then click the Number tab
3. Under General select the number format that you want.
4. Click OK
BASIC FORMULAS
Entering an AutoSum Formula
The AutoSum feature of Excel is used to easily and quickly add up either columns or rows.  Its default is to Add numbers above it (columns) first.  It will not include blank cells or text.  If there are no numbers above it, then the AutoSum will look left for numbers to add in a row.
 
1. [image: http://www.oasis-open.org/docbook/documentation/reference/html/figures/unicode/glyphs/U03A3.gif]Click in the cell immediately below the column of numbers that you wish to add up, or immediately to the right of the numbers if you are adding up numbers in a row.
2. Click the AutoSum tool        on the Standard Toolbar.
3. Click OK.
Note that you may have to change the range that the AutoSum is picking up.

Entering a formula
Formula operators (keys) are:
	+	Addition
	-	Subtraction
	/	Division
	*	Multiplication
· Click the cell in which you want to enter the formula.
· Type = (an equals sign).   (If you click Edit Formula (=) or Paste Function (fx), Microsoft Excel inserts an equal sign for you). 
· Enter the formula, remember to CLICK on cell references, not type

· Eg:	=A1+A2 will add the contents of cell A1 and A2 together.
· Press ENTER. 

BASIC FUNCTIONS
Type an = followed by the function name, then in brackets the cells that you wish the Function to be performed on.  Eg:
=AVERAGE(A1:A5) will return the average of cells A1, A2, A3, A4, A5

PRINTING
The best way to print is to print by selection.
1. Highlight the area you wish to print
2. Go to File>Print
3. Select Selection under Print What
4. Select Print Preview to see how your work looks on paper
Note that if you wish to modify your printing or make changes, it can be done from within Print Preview.  Click the Setup button to see options
5. Print
Repeating columns/rows on the next Page
1. Go to File>Page Setup
2. Select the Sheet tab
3. Click the collapse tool under Print Titles for either rows to repeat at top or columns to repeat at left. 
4. Select the row/column you wish to repeat on the next page
5. Collapse back through 
6. Click OK
Note that this cannot be done via Print Preview

CREATING CHARTS
To quickly and easily create a chart, highlight the range you wish to chart, then select the chart icon on your standard toolbar.
The chart icon will step you through the process of creating a chart, asking for the information it requires.
Change Fills and Lines within a Chart
Use this procedure to change colors, apply a texture or pattern, or change the line width or border style for data markers, the chart area, the plot area, gridlines, axes, and tick marks in 2-D and 3-D charts, trendlines and error bars in 2-D charts, and the walls and floor in 3-D charts. 
1. Double-click the chart item you want to change. 
2. In the Format Data Series dialog, click the Patterns tab, and then select the options you want. 
3. To specify a fill effect, click Fill Effects, and then select the options you want on the Gradient, Texture, or Pattern tabs. 
Note:	Formatting applied to an axis is also applied to the tick marks on that axis. Gridlines are formatted independently of axes. 

To Make Changes to your Chart once it is Complete
1. To step back into the Chart Wizard where you can access other chart options, such as changing the type of chart (Chart Type), changing how your chart is presented (Location) or even changing the data that your chart is generated from (Source Data) etc., 
2. Click on your chart so you have 8 black handles around the outside of it, 
3. Either right click over your chart to see the options, or use the options on the toolbar at the top of your screen, which will have changed to reflect chart options now that you have clicked your chart.

FREEZE PANES
To enable you to easily work with a large spreadsheet you can freeze or lock columns or rows to the left of or above your selected cell.

To do this

1. Select the cell you with either rows above to be frozen, or columns to the left to be frozen
2. Go to Window>Freeze Panes
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