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•	 To Edit a Cell's Contents: Select the cell,click the Formula Bar, edit the cell 
contents, and press<Enter> when you're finished. 

• To Clear a Cell's Contents: Select thecell(s) and press the <Delete> key. 

•	 To Cutor Copy Data: Select cell(s) andclick the~Cut or~Copy button 
in theClipboard group onthe Home tab. 

•	 To Paste Data: Select the destination cell(s) and click the D Paste button in 
the Clipboard group onthe Home tab. 

•	 To CopyUsing AutoFill: POint tothe fill handleat the bottom-right corner of 
the selected cell (s), then drag tothedestinaton cell(s). 

•	 To Move or Copy Cells Using Drag andDrop: Select the cell(s) you want to 
move orcopy, position the pointerover any border of the selected cell(s), then 
drag tothedestination cells. To copy, olddown <Clrl> key whiledragging, 

Formatting 
•	 To Format Text: Use the commands in the Font group on the Home tab, or 

click the Dialog BoxLauncher in the Font group to open the Font dialog box. 

•	 To Format Values: Use the commandsIn the Number group onthe Home 
tab, orclick the Dialog BoxLauncher in the Number group toopen the 
Format Cells dialog box 

•	 To CopyFormatting with theFormat Painter: Select the cell(s) with the 
formatting you want tocopy and click the [2] Format Painter bunon in the 
Clipboard group onthe Home tab. Then, select the cell(s) you want to apply 
the copied formatting to. 

• ToChange Cell A.!!9.nment: Select the cell(s) and clickthe appropriate 
alignment button ~ AlignLeft, ~ Center , ~ Align Right) in the
 
Alignment group onthe Home tab.
 

Formulas and Functions 
•	 ToTotal a Cell Range: Click Ihecell where you want toinsert theIotaI and 

click the Sum button in the Editinggroup onthe Home tab. Verify the selected 
cell range and click the Sum button again. 

•	 To Entera Formula: Select the cell where you want toinsert the formula, 
press <=>, andenter the formula using values, cell references, operators, and 
functions. Press <Enter> when you're finished. 

•	 To Insert a Function: Select the cell where you want toenter the function 
andclick the InsertFunction button ontheFormula Bar. 

•	 To Reference a Cell in a Formula: Typethe cell reference (for example, BS) 
in the formula orclickthe cell youwant to reference. 

•	 To Create an Absolute Cell Reference: Precede the cell references with a $ 
sign orpress <F4> after selecting acell range tomake it absolute. 

•	 To Use Several Operators or Cell Ranges: Enclose the partofa formula 
youwant to calculate first inparentheses. 

Charts 
•	 To Create a Chart: Select thecell rangethat contains thedata youwant to 

chart and click the Inserttab onthe Ribbon. Clicka chart type burton in the 
Charts group and select the chart youwant touse from the list 
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•	 To Paste Special: Cut orcopy the cell(s), select thedestination cell(s), click 
the Paste button listarrow in theClipboard group on the Home tab, and select 
Paste Special. Select anoption and clickOK. 

•	 ToInsert a Column or Row: Rlght-elick the selected row orcolumn 
heading(s) tothe nghtof the column orbelow the row you want to insertand 
select Insert from the contextual menu. 

•	 ToDelete a Column or Row: Select the row orcolumn heading(s) and either 
right-elickthem and select Deletefrom the contextual menu, orclick the 
Delete button in the Cells grouponthe Home tab. 

•	 ToInsert a Comment: Select the cell where you want to Insert a comment 
and click the Review tabontheRibbon. Clickthe New Comment button In 
the Commentsgroup. Typeacomment, thenclickoutside the comment text 
box. Pointto the cell toview the comment. 

•	 ToAdjust Column Width: Drag the right border of the column header. 
Double-clickthe border to AutoFit the row according to itscontents. 

•	 ToAdjust Row Height: Drag the boltom border of the row header. Double­
clicktheborder to AutoFit the row according toitscontents. 

•	 ToAddCell Borders: Select thecell(s), chck theBorder button list arrowIn 
the Font group on the Home tab, and select a border type. 

•	 To Add Cell Shading: Select the cell(s), click the Fill Colorbutton list arrow 
inthe Font groupontheHome tab, and select a fill color. 

•	 To Apply a Document Theme: Click the Page Layout tab onthe Ribbon, 
click the Theme button in the Themes group, and select a theme from the 
gallery. 

• To Inserta Header or Footer: Clickthe Insert tab onthe Ribbon and click 
the Head r & Footer button Inthe Text group. Enter header text. 

Workbook Management 
•	 ToAdda New Worksheet: Click the InsertWorksheet tab next to thesheet 

tabs at the bottom of the program screen, 
•	 To Delete a Worksheet: Select the sheet want todelete, dickthe Delete 

button in the Cellsgroup on the Home tab, and selectDelete Sheet. Or, nghl­
click the sheet tab and select Delete from the contextual menu. 

• To Rename a Worksheet: Double-elick the sheet tab, enter a new name for 
the worksheet, and press <Ent r», 

•	 To Split a Window: Drag either the vertical orhorizontalsplit bar(located 
near the scroll bars) ontothe worksheet. 

• To Freeze Panes: Placethe cell pointer where you want to freezethe 
window, click the View tab onthe Ribbon, click the Freeze Panes button in 
the Window group. and select anoptionfrom the list. 

•	 ToSelect a PrintArea: Select the cell range youwant to pont, click the Pag 
Layout tabon the Ribbon, click the PrintArea button in thePage Setup 
group, and select SetPrintArea. 

•	 To AdjustPage Margins, Orientation, Size, and Breaks: Click the Page 
Layout tab on the Ribbon and use the commands in the Page Layout group, 
orclickthe Dialog BoxLauncher inthe Page Setup group toopen the Page 
Setup dialog box, 

•	 To Protect or Sharea Workbook: Clickthe Review tab onthe Ribbon and 
use the commands in the Changes group. 
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