
Hints/Tricks to Learning How to Use Microsoft Excel  

5HPHPEHU�WKDW�\RX�FDQ�XVH�WHPSODWHV�IRU�UHVXPH¶V��FRYHU�OHWWHU¶V��IO\HUV��ODEHOV��EXVLQHVV�FDUGV��DQG�PRUH��<RX�FDQ������
DFFHVV�WKHVH�ZLWK�DQ�,QWHUQHW�FRQQHFWLRQ��7R�GR�LW�JR�WR�)LOH�!�1HZ��RU�WKLV�SDJH�PLJKW�FRPH�XS�ZKHQ�\RX�VWDUW�D�GRF�� 

,W¶V�DOZD\V�D�JRRG�LGHD�WR�ORRN�DW�WKH�DUHD�WKDW�\RX�KDYH�WR�ZRUN�ZLWKLQ�WKH�([FHO�VSUHDGVKHHW��7R�GR�WKLV��JR�WR�)LOH�!�3ULQW��
WKHQ�FOLFN�RQ�WKH�DUURZ�DW�WKH�WRS�OHIW�FRUQHU�WR�JR�EDFN�WR�WKH�VSUHDGVKHHW��<RX¶OO�QRWLFH�WKDW�JULGOLQHV�ZLOO�EH�EHWZHHQ�WKH�³,´�
WKURXJK�³-´�FROXPQV��DQG�EHWZHHQ�URZV����WKURXJK����� 

7R�VZLWFK�EHWZHHQ�SRUWUDLW�PRGH��YHUWLFDO�SULQW��DQG�ODQGVFDSH�PRGH��KRUL]RQWDO�SULQW���JR�WR�WKH�3DJH�/D\RXW�WDE�!�WKHQ�
FOLFN�RQ�RULHQWDWLRQ��<RX¶OO�QRWLFH�WKLV�PRGH�ZLOO�JLYH�\RX�PRUH��RU�OHVV�VSDFH��GHSHQGLQJ�RQ�ZKDW�\RX¶UH�WU\LQJ�WR�GR�� 

8QGHUVWDQGLQJ�&HOOV��&ROXPQV�DQG�5RZV 

%HIRUH�<RX�6WDUW�� 

5HVL]LQJ�DQG�$GGLQJ�&ROXPQV�5RZV� 

ZŽǁƐ�-�DŽǀĞ�ƵƉ�ĂŶĚ�
ĚŽǁŶ�ƚŚĞ�ƉĂŐĞ� 

�ŽůƵŵŶƐ�-�DŽǀĞ�ĂĐƌŽƐƐ�ƚŚĞ�
ƉĂŐĞ�ĨƌŽŵ�ƌŝŐŚƚ�ƚŽ�ůĞŌ 

�ĞůůƐ�-��ĂĐŚ�ŝŶĚŝǀŝĚƵĂů�ƐƉĂĐĞ�
ŝŶ�ƚŚĞ�ƐƉƌĞĂĚƐŚĞĞƚ 

:KHQ�\RX¶UH�XVLQJ�WKH�VSUHDGVKHHW�DQG�\RX�ZDQW�WR�SODFH�WH[W�RU�D�IRUPXOD�LQ�D�FHOO��WKH�EHVW�ZD\�WR�
WKLQN�DERXW�LW�LV�OLNH�LW¶V�D�JULG�RU�WKH�JDPH�RI�%DWWOHVKLS��)RU�H[DPSOH��&��LV�WKH�FHOO�WKDW�LV�KLJKOLJKWHG�
DERYH�� 

7R�H[WHQG�D�FROXPQ�RU�D�URZ��SXW�WKH�PRXVH�RQ�WKH�OLQH�LQ�EHWZHHQ�
WKH�OHWWHUV�RU�QXPEHUV��DQG�ZDLW�IRU�WKH�SOXV�VLJQ��VKRZQ�WR�WKH�OHIW��
DSSHDUV��7KHQ�FOLFN�RQ�WKH�OLQH��DQG�\RX�FDQ�GUDJ�LW�XS�RU�GRZQ��RU�WR�
WKH�OHIW�RU�ULJKW�VLGH�IRU�FROXPQV��� 

<RX�FDQ�DOVR�DGG��RU�UHPRYH��D�FROXPQ�RU�URZ��7KHUH�DUH�WZR�ZD\V�
WR�GR�WKLV�����5LJKW�FOLFN�RQ�WKH�URZ�DQG�LQ�WKH�VSHFLDO�PHQX�WKDW�
DSSHDUV�FOLFN�RQ�³,QVHUW�����0DNH�VXUH�WKH�+RPH�WDE�LV�VHOHFWHG��
WKHQ�PRYH�WKH�PRXVH�WR�WKH�FROXPQ�RU�URZ�\RX�ZDQW�WR�DGG��RU��
UHPRYH���7KHQ�FOLFN�RQ�³,QVHUW´�RU�³'HOHWH´�RQ�WKH�WRS��ULJKW�RI�WKH�
VFUHHQ��VKRZQ�WR�WKH�OHIW��� 

&ƌŽŵ�ƚŚĞ�tĂƌĞŚĂŵ�&ƌĞĞ�>ŝďƌĂƌǇ� 



)RUPDWWLQJ�7H[W�-�&KDQJLQJ�IRQW��VL]H��FRORU��HWF�� 

0LGZD\�WKURXJK�WKH�SDJH��\RX¶OO�QRWLFH�WKH�IRQW�DQG�SDUDJUDSK�WDEV��ZKLFK�KHOS�\RX�GR�WKLQJV�OLNH� 

· &KDQJH�WKH�IRQW��VL]H�DQG�VW\OH�RI�WKH�WH[W 

· $GG�EXOOHWV�DQG�QXPEHULQJ��FKDQJH�WKH�DOLJQPHQW�DQG�SDUDJUDSK�LQGHQWDWLRQV�� 

· )RUPDW�WKH�FRORU�RI�WKH�WH[W�DQG�EDFNJURXQG� 

&KDQJLQJ�WKH�
IRQW 

&KDQJLQJ�WKH�VL]H 

8QGHUOLQH�
WH[W 

,WDOLFL]H�WH[W 

%ROG� 
WH[W 

&KDQJH�EDFNJURXQG�
FRORU�RI�FHOO 

&KDQJH�$OLJQPHQW 
/HIW�-�&HQWHU�-�5LJKW 

&KDQJH�FRORU�RI�WH[W 

0RYLQJ�7H[W�$URXQG�-�8VLQJ�&XW��&RS\�	�3DVWH 

,I�\RX�ZDQW�WR�PRYH�WH[W�IURP�RQH�FHOO�WR�DQRWKHU�FHOO��\RX�FDQ�³&XW´�LW�DQG�SODFH�LW�RQ�WKH�
FRPSXWHU¶V�FOLSERDUG�IRU�ODWHU�UHWULHYDO�VRPHZKHUH�HOVH�LQ�WKH�GRFXPHQW��7R�H[HFXWH�WKH�
FXW�IXQFWLRQ�RQ�WKH�FRPSXWHU��\RX�FDQ�SUHVV�WKH�EXWWRQ�RQ�WKH�WRS�OHIW��XQGHUQHDWK�³)LOH´�
DQG�³+RPH´���RU�\RX�FDQ�SUHVV�&75/��FRQWURO��DQG�;�DW�WKH�VDPH�WLPH��<RX�NQRZ�\RX¶YH�
FXW�WKH�FHOO�ZKHQ�\RX¶YH�VHH�WKH�³DQWV´�DURXQG�WKH�ERUGHU�RI�WKH�FHOO�� 

/HW¶V�VD\�\RX�ZDQWHG�WR�FRS\�WKH�WH[W�RU�QXPEHUV�LQ�WKH�VDPH�FHOO��EXW�ZDQWHG�WR�NHHS�WKH�
VDPH�WH[W�LQ�SODFH��<RX�FDQ�XVH�WKH�³&RS\´��EXWWRQ�WR�GR�WKLV��7R�GR�LW�ZLWKLQ�\RXU����������
GRFXPHQW��\RX�FDQ�SUHVV�WKH�EXWWRQ�XQGHUQHDWK�³&XW´��XQGHUQHDWK�³)LOH´�DQG�³+RPH´������
RU�\RX�FDQ�SUHVV�&75/��FRQWURO��DQG�&�DW�WKH�VDPH�WLPH��<RX�FDQ�DOVR�XVH�WKLV�IXQFWLRQ�
WR�FRS\�IRUPXODV�\RX�ZDQW�WR�XVH�HOVHZKHUH�LQ�WKH�GRFXPHQW�� 

1RZ��\RX¶YH�FRSLHG�WKH�WH[W�RU�\RX¶YH�FXW�LW��DQG�\RX¶UH�QRW�VXUH�ZKDW�WR�GR�QH[W"�3XW�WKH�
W\SLQJ�FXUVRU�WR�WKH�VSRW�LQ�WKH�WH[W�ZKHUH�\RX�ZRXOG�OLNH�WR�PRYH�LW��WKHQ�JR�WR�WKH�³3DVWH´�
EXWWRQ�XQGHUQHDWK�³)LOH´�DQG�³+RPH�´�7KHQ�SUHVV�RQ�WKH�FOLSERDUG��QRW�WKH�DUURZ���DQG�
WKH�SURJUDP�ZLOO�SDVWH�WKH�WH[W�\RX¶YH�FRSLHG�RU�FXW�D�IHZ�VHFRQGV�HDUOLHU��<RX�FDQ�DOVR�
GR�WKLV�IURP�WKH�NH\ERDUG�E\�SUHVVLQJ�&75/��FRQWURO��DQG�9�DW�WKH�VDPH�WLPH�� 

+HUH¶V�D�IHZ�KLQWV�� 

· <RX�FDQ�DOVR�XVH�WKH�FRS\��FXW��SDVWH�IXQFWLRQ�LQ�H-PDLOV��VSUHDGVKHHWV��DQG�RQ�\RXU�ZHE�EURZVHU 

· &DQ¶W�UHPHPEHU�WKH�NH\ERDUG�NH\V�-�7KH\�DUH�DOO�LQ�WKH�VDPH�VSRW�RQ�WKH�ERWWRP�ULJKW�RI�\RXU�NH\�
ERDUG��$OVR��WKH�;�ORRNV�OLNH�VFLVVRUV��FXW��DQG�WKH�9�ORRNV�OLNH�D�JOXH�ERWWOH��SDVWH� 

· ,I�\RX�PDNH�D�PLVWDNH��\RX�FDQ�DOZD\V�KLW�WKH�XQGR�EXWWRQ��EDFN�DUURZ��DW�WKH�WRS�RI�WKH�VFUHHQ��7KH�
NH\ERDUG�FRPPDQG�IRU�WKLV�LV�KLWWLQJ�&75/��FRQWURO��DQG�=�DW�WKH�VDPH�WLPH�� 

· 7U\�WR�FOLFN�WKH�VDYH�EXWWRQ��GLVN��DW�WKH�WRS�ULJKW�RI�WKH�SDJH�HYHU\���-���PLQXWHV�WR�VDYH�\RXU�ZRUN� 

:UDSV�WH[W�WR�ILW�FROXPQ�
ZLGWK 

7H[W�LV�PHUJHG�DQG���
FHQWHUHG�LQ�D�VLQJOH�FHOO� 

$UH�\RX�KDYLQJ�WURXEOH�ZLWK�WHFKQRORJ\"�,I�\RX�QHHG�KHOS��FRQWDFW�WKH�:DUHKDP�)UHH�/LEUDU\�DW����-���-��������������
RU�H-PDLO�VPLOOHU#VDLOVLQF�RUJ� 


