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ADVANCED EXCEL 2007 PART 1 
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Welcome to the new look of Excel 2007.  The blue part across the top of the screen is called the 

RIBBON.  The 7 tabs across the top of the ribbon (HOME, INSERT etc.) are general areas.  When you click 

on one of them, their subcategories will fill the ribbon. 

But the most important question is: HOW DO I SAVE?   In the top left of the screen 

ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘƛǎ ƭŀǊƎŜ ŎƛǊŎƭŜ ǿƛǘƘ ǘƘŜ Ƴǳƭǘƛ ŎƻƭƻǊŜŘ ǎǉǳŀǊŜǎΦ  LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ .¦¢¢hbΦ   

When you click on it, the following window will drop down.  As you can see, it 

contains all of the most basic commands: Open, Save, Print, etc.  There is also a list of 

recently opened documents. 

Most of the items are simple to use.  For a 

New Document, click NEW.  To open a folder 

click OPEN.   

PRINTING 

Print Preview is in the Print menu.  If you 

move your mouse over the Print icon, a new 

window will open with three options.  Just 

select Print Preview to Preview.   

 

 

Click Close Print Preview to close the preview 

and return to your document.  More about 

Printing later. 

And to EXIT Excel, click Exit Excel. 

  

THE BUTTON 



North Brunswick Public Library 
Advanced Excel Part 1 

 

Page 2 of 15    rev 2.0                    ©North Brunswick Public Library May 2009 

                          SAVING 
SAVE AS calls up a new menu with a couple of 

options on it.  Hold your mouse over SAVE AS to 

access this menu.  The two most common functions 

will be the first and fourth ones: Excel Workbook.  

This will save the file in Excel 2007 format, which can 

only be opened on other Excel 2007 computers.  

This is the same as clicking Save 

(or the little disc at the top of the 

screen.  The file will be saved in 

.xlsx format. 

 Excel 97-2003 Workbook.  Clicking this will save 

your file in an Excel 2003 compatible format.  If you 

save the file this way, you will be able to open it on any computer with either Excel 2003 or Excel 2007.  

The file will be saved in .xls format.  You can save a file in both formats if you like. 

When you save the documents, they will show up in your folder with the above icons next to them to 

help you distinguish between them. 

You can also save directly as a PDF format which is very useful for creating files that cannot be altered. 

QUICK ACCESS TOOLBAR 

At the top of the screen is a Quick Access Toolbar.  You can customize 

this with whatever icons you use most.    They are mostly familiar from 

Excel 2003.  By clicking on the arrow at the right, you can add whichever icons you like.  That little blue 

curving arrow is UNDO, by the way. 

 The most frequently 

used options are listed 

when you click that 

arrow.  But near the 

bottom is More 

Commands.   

 

By clicking on this, it will 

open a new window full 

of virtually every 

command you can think 

of.  The drop down at the top lets you select ALL COMMANDS.  This lists hundreds of things you can 

add, like Cut, or Columns or Find, or even Strikethrough. 
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ANYTHING ELSE YOU MIGHT BE LOOKING FOR 

WHERE IS? IN THIS TAB THIS SECTION  WHERE IS? IN THIS TAB THIS SECTION 

Auditing (4) FORMULAS Formula 
Auditing 

 Name Functions (4) FORMULAS Defined 
Names 

AutoSum (4) FORMULAS Function 
Library 

 Number 
Formatting 

(1) HOME Number 

Background (3) PAGE LAYOUT Page 
Background 

 Outline (5) DATA Outline 

Bold Italic etc. (1) HOME Font  Page Layout (7) VIEW Workbook 
Views 

Breaks (3) PAGE LAYOUT Page Setup  Page Setup (3) PAGE LAYOUT Page Setup 
Calculation (4) FORMULAS Calculation  Pattern (1) HOME Editing 
Cell Styles (1) HOME Styles  Picture 

Arrangement 
(3) PAGE LAYOUT Arrangement 

Charts (2) INSERT Charts  Pictures/Clip Art (2) INSERT Illustrations 
Comments (6) REVIEW Comments  Pivot Table (2) INSERT Tables 
Copy/Paste (1) HOME Clipboard  Protection (6) REVIEW Changes 
Delete Cells (1) HOME Cells  Reference (4) FORMULAS Function 

Library 
Filter (5) DATA Sort & Filter  Remove 

Duplicate 
(5) DATA Data Tools 

Find/Replace (1) HOME Editing  Ruler (7) VIEW Show/Hide 
Font (1) HOME Font  Scale to Fit (3) PAGE LAYOUT Scale to Fit 
Font Color (1) HOME Font  Send to Back (3) PAGE LAYOUT Arrange 
Font Size (1) HOME Font  Sort (5) DATA Sort & Filter 
Format Cells (1) HOME Cells  Sort/Filter (1) HOME Editing 
Functions (4) FORMULAS Function 

Library 
 Spacing (3) PAGE LAYOUT Paragraph 

Get Data from 
Access 

(5) DATA Get External 
Data 

 Spell Check (6) REVIEW Proofing 

Get Data from 
the Web 

(5) DATA Get External 
Data 

 Sum (1) HOME Editing 

Gridlines (7) VIEW Show/Hide  Symbols (2) INSERT Text 
Group 
Information 

(3) PAGE LAYOUT Arrange  Table (2) INSERT Tables 

Heading Print (3) PAGE LAYOUT Sheet options  Text Box (2) INSERT Text 
Indent (3) PAGE LAYOUT Paragraph  Themes (3) PAGE LAYOUT Themes 
Insert Cells (1) HOME Cells  Thesaurus (6) REVIEW Proofing 
Links (2) INSERT Links  Track Changes (6) REVIEW Changes 
Macros (7) VIEW Macros  Translate (6) REVIEW Proofing 
Margins (3) PAGE LAYOUT Page Setup  View/Print Lines (3) PAGE LAYOUT Sheet Options 
Math (4) FORMULAS Function 

Library 
 Window 

Arranger 
(7) VIEW Window 

Merge Cells (1) HOME Alignment  Word Art (2) INSERT Text 
    Zoom (7) VIEW Zoom 
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²9Ωw9 bh¢ 5hb9 ²L¢I ¢I9 wL..hb ¸9¢Η 

At the bottom right of many of the subsections, there is a tiny square with 

an arrow. If you click on that little box, a menu will open up allowing you to 

do many of the detailed features that you were used to from Excel 2003.  

²ŜΩƭƭ ǘŀƭƪ ŀōƻǳǘ ǘƘŜǎŜ ǇƻǇ ǳps in their individual areas, but for your reference: 

In the HOME Tab: 

  
                      FONT POP OUT    ALIGNMENT POP OUT 

FONT POP OUT allows you detailed font effects like 
strikethrough, outline etc. 
 
ALIGNMENT POP OUT allows you to change the 
alignment of text within cells, as well as Text Wrap 
and Shrink to Fit. 
 
NUMBER POP OUT allows you to change the 
formatting of the numbers in your document.  More 
on that later. 
 
 
On The INSERT Tab there is only one pop out menu.  
The Insert Charts POP OUT (see next page) gives you 
all the possible charts that you can use in your 
document (covered later). 
 
                                                                                                                     NUMBER POP OUT 
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On the PAGE LAYOUT Tab there 
are three Pop Outs.   
The Page Setup and Scale to Fit 
and Sheet Options Pop Outs 
open the same Window. 
 
These allow you to do very basic 
page set up information like 
portrait or landscape, with a 
Tab for Margins  and Headers & 
Footers.  The Sheet Tab allows 
for adjustments to Gridlines and 
things like that.  (These are 
hardly ever used.) 
 
 
 
 

 

ONE LAST THING ABOUT THE RIBBON 

LŦ ȅƻǳ ŎŀƴΩǘ ǎǘŀƴŘ ǘƘŀǘ ǊƛōōƻƴΣ ȅƻǳ Ŏŀƴ ƳŀƪŜ ƛǘ Ǝƻ ŀǿŀȅΦ 

Click on the arrow to the right of the Quick Access bar and 

on that drop down menu, select Minimize the Ribbon. 

 

When you minimize the ribbon, you are left with just the Tabs.  If you click on any of the Tabs the ribbon 
will come back and let you do anything.  Once you click back in your document, the ribbon will go away 
again.  Uncheck Minimize the Ribbon to have it show up again. 

IS THE MOUSE AT LEAST THE SAME? 
Yes. 

The right mouse button performs a lot of tricks that wŜΩƭƭ cover 
above; however, if you prefer to use the mouse, they are handy 
here.  
Right clicking on a cell will bring up this box.  You can cut copy and 
paste, you can Insert or Delete Cells, you can Sort and even open a 
Formatting Popup.   
 

hCCL/9 нллтΩ{ !¦¢h tw9±L9² 

With Office 2007, any of the changes you may make from Font to 
Color to Style will automatically be Previewed for you.  Highlight 
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text in a cell (double click or drag the mouse over the text).  Then roll over any of the options and the 
screen will change to show you what it will look like.  Click on the option and it will take effect, move 
your mouse away and it will go away. 

LΩ±9 b9±9w ¦{95 9·/9[ .9Chw9Σ /!b ¸h¦ I9[t a9Κ 

Yes.  This class is designed for both beginners and for those who are upgrading to Excel 2007.  We will 
cover very basic information, but also some of the new features that make Excel 2007 different, but 
more interesting than 2003.   

On the next page, you will see the basic layout of the Excel screen, as well as an explanation of what 
(just about) everything is. 

 

Column Letter & Row Number a reference for which cell you are currently working in.  

Active Cell: The cell that is outlined in black is the cell you are working in.  

Name Box: The name box states what cell you are currently working in, you can move to a cell if you 

type it into that box.  

Sheet Tab at the bottom. You can have as many Worksheets as you wish. It is most useful to Rename 

the sheets to keep them straight (more about that later). 

Formula Bar. Shows you the text that you have typed into a cell and also the mathematical formula that 

provides the result given in that cell (see Formulas below).  

NAVIGATION 

MOUSE You can always click on a cell that you want.  

TAB key moves the active cell to the right.  
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ENTER key moves the active cell down one row and into the FIRST column you had been working in in 

the above line. So, if you had started in Row 3 Column B, and tabbed over to Column D, by hitting enter, 

you will jump to Row 4 Column B.  

ARROWS You can also navigate with the 4 arrows on the keyboard, 

TYPE A final navigation option is to type in the name of the cell you want to be in into the NAME box.  

       Also: 

Home key: moves the active cell highlight to 
column A without changing rows.  
Ctrl + Home keys: moves the active cell 
highlight to cell A1.  
Ctrl + End keys: moves the active cell highlight 
to the last cell containing data.  
Ctrl + Down Arrow keys: moves the active cell 
highlight to the last block of text in the row of 
the spreadsheet without changing columns.  

Ctrl + Up Arrow keys: moves the active cell 
highlight to the first row of the spreadsheet 
without changing columns.  
Ctrl + Page Down keys: moves the active cell to 
the next sheet of the spreadsheet.  
Ctrl + Page Up keys: moves the active cell to the 
previous sheet of the spreadsheet.  

 
ENTERING DATA 

When you start with Excel, your cursor will be a white cross. This means you have a cell 
selected and if you begin typing the text will appear in that cell. (Default cell when you open 
is Row 1 Column A).  Whenever you are done typing in that cell you MUST press ENTER for 
ƛǘ ǘƻ άŀŎŎŜǇǘέ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ǘȅǇŜŘΦ  This is even more important when we get to math. 

If you wish to type elsewhere, click on the cell you wish to type in. Your text will go beyond the gray grid 
ōŀǊǎΣ ŀƴŘ ǘƘŀǘΩǎ ƻƪŀȅΦ LŦ ȅou choose the wrong cell to start with, it is very easy to add more cells around 
your cell so you can fill in more information.  

 
Once you have typed, you can move your text to any other cell.  As long as the dark black box is 
around the cell, when you move your cursor near the bottom of that cell it will turn into a white 
arrow with a black 4 arrowed cross. When you see this, click the left mouse key and hold down. 
You can drag the contents of that cell to any other cell.  

EDITING DATA 

This is one of the ƳƻǊŜ ŎƻƴŦǳǎƛƴƎ ŀǎǇŜŎǘǎ ƻŦ 9ȄŎŜƭΣ ōǳǘ ƻƴŎŜ ȅƻǳΩǊŜ ŎƻƳŦƻǊǘŀōƭŜ ǿƛǘƘ ƛǘΣ ƛǘΩs easy to 
remember. If you want to type something new into a cell, simply click on that cell and begin typing.  
If there is already text in that cell, this will overwrite whatever is in there.  

If you want to edit type that is already there, there are two methods: 
1. Click on the cell you wish to edit.  Then Double click on the cell.  The text will appear with a text 
editing bar.  You can edit the text as you would with the keyboard. 
2. You can also click once on the cell and the text that is in the cell will appear at the top of the screen in 
the Formula Bar. Put your cursor in the Formula Bar and edit the text as you would normally.  
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The only problem you may have with this is that if the text you have typed extends beyond the cell, you 
must click the beginning of the line of text in that cell to activate the editing function.  If you try to click 
the text at the end of the line, you will click on a different, empty cell instead.  

To DELETE content from a cell use the DELETE or the BACKSPACE key.  This 
will remove the data but NOT the color or formatting.  To fully remove 
those color, formatting etc, you must select the cells you want removed 
and click on Delete in the CELLS subsection.  The pop up menu allows you 
to delete either the selected cells, or entire rows, columns or sheets. 

RESIZING CELLS/ROWS/COLUMNS 

You can make your rows or columns wider or thinner by dragging them.  But your 
cursor must be the right shape!  If the mouse turns into a heavy black line with arrows, 
it means you can expand or shrink the row or column.   
If you accidentally resize a row or column (which happens all the time), rather 
than trying to resize the row back to how you had it, simply let go of the 
mouse and click the Undo arrow or use the Undo shortcut (Ctrl+Z).  

Sometimes your cell will be filled with this: #####.  This means your cell is too small to contain either the 

text or the date that you have entered.  You must expand the width of the column in order to display 

the text. 

FORMATTING CELLS 

Formatting the cells is now much easier than in Excel 2003.  All of the formatting options are right there 
in the Home Tab.   

If you wish to format a single cell, click on that cell.  If you wish to format a single Row or Column, click 
on the letter of the column or the number of the row (the whole column of row will be highlighted).  To 
format an entire document, click in the upper left corner (the blue square between the row letters and 
the column numbers.  The whole page will be highlighted.  Or you can select any number of cells by 
clicking and dragging your mouse across the desired cells. 

The first subsection is FONT.  You can format any of the above according 
to Font, Size, Color, Italics, Bold etc.  It also contains the section for 
Borders.  The borders icon is next to the U (the small grid). 

BORDERS 

For the most part, you will want borders for your rows and columns showing up when you print. The 

default mode on Excel is that your lines will NOT show up. In order to get them to show up, you can 

either select all of the spreadsheet (that upper left corner square) or you can highlight just the area 

where you want the lines to show up (start at the top left of your work, click and drag your mouse to the 

bottom right of where you want to lines to show up).  
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Click on the small grid.   The window that opens 
shows you all of the options for where you want 
your lines.  Lines will be applied to whatever cells 
you have highlighted.   

The Draw Borders section allows you to 
ǳǎŜ ŀ ǇŜƴŎƛƭ ƛŎƻƴ ǘƻ άŘǊŀǿέ ǘƘŜ ƭƛƴŜǎ ǘƘŀǘ 
ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƘŀǾŜ ǇǊƛƴǘŜŘΦ  LǘΩǎ 
probably more work, but it does allow a 
certain degree of flexibility. 

You can also use this section to change 
the colors of the line and change the 

line styles (dotted lines etc). 

 

The second subsection is ALIGNMENT.  You can change the alignment of the 
text in the cells.  The small icons show how the text will get formatted in 
each cell.  Each icon shows the alignment per each individual cell (but it will 
be applied to all of the cells you highlight. 

The top row shows the vertical alignment of the text (top, middle or bottom alignment). 

The ab with the arrow allows you to rotate text within a cell.  

The second row down provides ƘƻǊƛȊƻƴǘŀƭ ŀƭƛƎƴƳŜƴǘ όƭŜŦǘΣ ŎŜƴǘŜǊ ƻǊ ǊƛƎƘǘΧƛŦ ȅƻǳ ǿŀƴǘ 

Justification or more advanced items, click on that box to open the menu). 

The blue arrows allow you to change the indent of text in cells. 

On the other side of the vertical line are two more icons. 

The top icon          is for Wrapping Text.  Now, rather than going across 

the end of the cell across the next cell, all of the text will wrap around 

to the width of the cell.  It will make the cell get taller, but not any 

wider. [See Fitting text into a cell below] 

The bottom icon is for MERGING AND SPLITTING cells.  This is particularly useful if you are 

going to center text across several rows or columns (like a title or header), or if you are 

creating a calendar and would like to show off a block of time.  Simply select the cells 

that you would like merged into one cell. (Note, if you have text in the cells, only the text in the top left 

cell will be saved.) Click on the icon ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŀǘ ǘƘŜ ŎŜƭƭǎ ŀǊŜ ƴƻǿ ƻƴŜ ōƛƎ ŎŜƭƭΦ ¢ƻ άǳƴƳŜǊƎŜέ ƻǊ 

split the cells, click on the icon again.  

Fitting text into a cell 

If you would like your text to wrap in the cell, click on the cell you are working on (or, if you want to 
have the entire row, column or document to have the text wrap around in the cell, click on 
the Column letter(s) or Row number(s) or the upper left corner for all), and click on this icon 
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on the FONT subsection. Click on the Alignment Tab and select Wrap Text. Your text will now fit to the 
width of your cell.  If you make your cell wiser, the text will match the width.   

MORE THAN ONE LINE IN A CELL 

If you would like to have multiple rows of text in one cell (as if you were hitting the return key at the end 
ƻŦ ŀ ƭƛƴŜΣ 5hbΩ¢ ¦{9 ¢I9 9b¢9w Y9¸Η ¢Ƙŀǘ ǿƛƭƭ ōǊƛƴƎ ȅƻǳ ǘƻ ǘƘŜ ƴŜȄǘ Ǌƻǿ ŘƻǿƴΦ IƻƭŘ Řƻǿƴ ǘƘŜ Alt key 
and then press the Enter Key. Usually the bottom row of text will show up in the cell. You will need to 
expand the cell to see all of the text (that is covered below). 

NUMBERS 

The third subsection is NUMBER.  Click on the General drop down menu 
and a  new window opens up.  The default (General) 
is that numbers will behave ŘƛŦŦŜǊŜƴǘ ǘƘŀƴ ǘŜȄǘΧǘƘŜȅ 
will align to the right, decimal points of 0 will be 
removed and Dates like 5/19 will convert to  19-May.   
If you select any of the other options, all the 

numbers in the selected areas will behave in the way that you have 
selected.  If you type in a number, select the cell, and click the drop down, 
it will show you what the result will look like. 

NUMBER formats the number with two decimal places.  (The comma (
,
) will 

automatically do the same). 
CURRENCY displays a dollar sign and decimals.  (Below 
the General drop down, there is dollar sign ($) which 
allows you to change the currency.  
ACCOUNTING automatically lines up a column of 
number so the decimals are aligned.  
SHORT DATE/ LONG DATE  & TIME  will set up numbers as a date or time 
format. (You can change the style of Time by clicking on the Pop Out box on 
the number section. 
PERCENTAGE converts your number to a percentage and adds percent sign.  (You can also select this by 
clicking the % symbol in that subsection). 
FRACTION converts your number to a fraction. 
SCIENTIFIC (I am taking this from this website as they summarize this better than I could 
http://pubs.logicalexpressions.com/pub0009/LPMArticle.asp?ID=414) Scientific Notation is a 
shorthand used to keep short the number of characters in a value no matter how large or small the 
number is. It looks like 1.23x103, or 1.23E+3, where the number 1.23 is multiplied by 10 raised to the 
power 3. 1.23x103 or 1.23E+3 equals 1230. We didn't save any characters with this number, but when 
you consider that it's 9.3x107 miles from here to the sun, well, now we're saving some digits. Excel has 
no native way to write a number with superscripted notation and retain its numerical value, but neither 
did FORTRAN back in the good old days, so we'll use the E notation. Essentially, the E notation consists 
of a single digit, a decimal point, any number of decimal digits, the letter E, a plus or minus sign and an 
exponent.  
TEXT formats the number as if it were text. In other words it will be formatted to the left, and will not be 

http://pubs.logicalexpressions.com/pub0009/LPMArticle.asp?ID=414
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ƛƳǇŀŎǘŜŘ ōȅ 9ȄŎŜƭΩǎ ǘǊŜŀǘƳŜƴǘ ƻŦ ƴǳƳōŜǊǎΦ  It will display as it is typed. 
MORE NUMBER FORMATS opens up the same options as the Number Pop-Up. 

INSERTING CELLS/ROWS/COLUMNS 

There are many ways to insert cells into a Workbook.  Click where you would 
like the cell or cells to be added.  On the HOME Tab in the CELLS subsection, 
click on Insert.  The box at the right opens.  Select what you would like to 
Insert: a cell, a row or a column.  You can also insert multiple cells by 
highlighting a number of cells and selecting Insert Cells.   

If you select Insert Cells, the following box will open allowing you to select where 
you want the cells situated.  

If you insert a row, it will appear ABOVE the row that you are currently using, it 
will push your current row and all rows below it, down). You can insert multiple 
rows by selecting multiple rows either in the Worksheet or in the numbers on the 
left.  That number of rows will be inserted.   

If you insert a column, it will appear to the LEFT of the column that you are currently using, it will push 
your current column and all columns to the right of it to the right. You can insert multiple columns by 
selecting multiple columns either in the Worksheet or in the letters at the left.  That number of columns 
will be inserted.   

To insert a new worksheet.  If you are using multiple worksheets (discussed below) select Insert Sheet 
to add a new blank one. 

TO GET YOUR COLUMN/ROW TO FIT EXACTLY TO THE TEXT, rather than sliding the arrow to the left or 
right or up or down, double click on it.  The row/column will resize itself to be the exact space of the 
longest text in that row/column. 

TO RESIZE ALL OF YOUR ROWS/COLUMNS, select multiple rows/columns.  Then when you expand or 
shrink them as described above, ALL of the selected rows/columns will become that size, regardless of 
what size they were before.   If you click that upper left corner between columns and rows, you can 
resize the entire Worksheet. 

Shrink to fit is an option that will reduce the size of the text so that it fits into the size you have already 

selected. This is really only useful if your text is slightly too large for your cell when you are printing. To 

access it, make sure you are clicked on a cell with text in it.  Then click on the Alignment Pop Out arrow.  

When the Alignment Window opens, check Shrink to Fit and it will resize the text to fit in the window.  

This could make it very very small if you wanted it to. 

MINI TOOLBAR 

Whenever you highlight text in a cell a faint box will appear above 

your mouse.  If you move your mouse toward the box, it will 
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reveal itself to be a small toolbar, giving you quick access to most of the text effects.  You can change 

the font, the color, Bold or Italicize.  The changes will affect everything that is highlighted.   

You can also access this toolbar by right clicking.  It will pop up automatically. 

STYLES 

A new feature in Office 2007 is the 

Styles window in the HOME tab.  The 

Styles enable you to format your 

document quickly with color coding 

ŀƴŘ ƛƴ ŀ άǘŀǎǘŜŦǳƭέ ǿŀȅΦ  ²ŜΩǊŜ ƻƴƭȅ 

going to look at one of these items 

right now, the other two, Format as 

Table & Conditional Formatting, will 

be dealt with in the next class.   

Click on the far right item Cell Styles, 

a colorful box will open.  All of the 

colors in the box are suggestions for how you could style your Worksheet.   If you select one or multiple 

cells and then choose one of these styles, it will be applied to your cell.  The explanations given in th 

ŜōƻȄ ŀǊŜ ƻƴƭȅ ŀ ƎǳƛŘŜƭƛƴŜΧtƛƴƪ ŘƻŜǎ ƴƻǘ I!±9 ǘƻ ōŜ .ŀŘΣ ŀƴŘ .ŀŘ ǿƛƭƭ ƴƻǘ ǎƘƻǿ ǳǇ ŀƴȅǿƘŜǊŜΣ ƛǘΩǎ Ƨǳǎǘ ŀ 

suggestion. 

NICE FEATURES OF EXCEL 

Auto complete.  

As you type data into a column, Excel assumes you may want to retype the same data 

later in the column.  So, Excel fills in the rest of the letters. In the example, I typed the 

letter J and it filled in anuary.  Press Enter to accept the word, or keep typing if you 

ŘƻƴΩǘ ǿŀƴǘ ƛǘΦ  Note: this does not work once a blank cell is left in the column  

Instant copy 

If you want to copy the same data into multiple cells, click on the cell or cells  you 

would like to copy. There is a black square in the bottom right of that cell. As you 

move your cursor to that square, it will turn into a dark black cross. Click that square, 

and drag your mouse down, or to the right (or even up or left) and the same data will 

appear in the new cells.  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŀǘ ŎǊƻǎǎΣ ƛǘ ǿƛƭƭ ŜƛǘƘŜǊ ƳƻǾŜ ǘƘŜ ŎŜƭƭ ƻǊ expand 

the selection. 

Sequence 

Even BETTER: if you would like a sequence to continue, Excel can do this as well. Start your sequence in 

your row or column: 1, 2 or 3, 6 or Monday, Tuesday, or January February, any 2 items that start a 
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sequence. Follow the directions above for Instant copy, and rather than copying the item, it will create a 

sequence.   This is a quick way to number your rows. 

MULTIPLE WORKSHEETS 

A worksheet is the grid that you are working on.  At the bottom of the page you will see three Tabs with 
Sheet 1, Sheet 2 and Sheet 3.  You can have as many sheets as you want.  This is very useful if, for 
instance, you want a sheet for each month in the same document or if  you have multiple people 
working on a schedule, each person can have his or her own sheet.  Click on the tab to make it the 
"active" sheet.  You can name any of these sheets by right clicking on the tab and selecting Rename.  
You can also move the order of the tabs by clicking and dragging the tab to the left or right (a small 
triangle will appear as you move the tab showing you where it will be inserted). 

If you would like to enter text or a formula or create a setting and have it occur on multiple sheets, hold 
down the Ctrl key and select the Sheets that you would like affected.  Whatever you type in the sheet 
you are working on will appear in the same cell on every sheet you have selected (Be Careful: it will also 
OVERWRITE the data that is currently there, if there is any.)  So, if you have Selected Sheets 1 and 3 (by 
holding down CTRL as you click on Sheet 3) and then type Hello in Cell F2 on Sheet 1, it will also appear 
on Sheet 3 in Cell F2.  This is true for any Formatting or text you do. 

PRINTING WORKSHEETS 

Be sure to select where you want your sheet to display in Portrait (vertical) or Landscape (horizontal) 
format in the PAGE LAYOUT Tab in the Page Setup subsection.  Select Orientation. 

If you just select Print it will print all of the cells that have content in them, so if you accidentally put a 
letter or a period in cell  J 2,999  you will get hundreds of blank pages until it gets to that last character.  
If you are sure that there is no extra text, you can print like normal.  

If you only want to print a small area of the 
document, drag your mouse over the cells you would 
like printed.  Click on the Button and select Print.  
When the Print window opens, near the bottom in 
the Print What section, click on Selection. 

If you have multiple sheets you would like to Print at 
once, select the Entire Workbook option (as always be 
careful with this or you may get lots of blank pages).   

If you have text that overlaps a new cell, it will appear 
fine in your document AND when you print. However, 
if your text runs into a new cell, and that new cell has text in it, you will only see the text in that second 
cell.  Example: 
 
PRINT PREVIEW: 
Is an especially helpful tool for setting up your page for print.  After you select Print Preview, Excel 


