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Updated 3/21/2022 by Logan Kirkwood
Learn and master the following tips:
Creating a New Worksheet
· Workbook vs Worksheet
· Worksheet- single page spreadsheet or page on Excel, where you can write, edit, and manipulate data
· Workbook- collection of worksheets
· Create a new worksheet:
· Below the cells of the worksheet lies the tabs within your workbook.  To create a new worksheet, click on the plus icon next to “Sheet1”.  This will create a worksheet called “Sheet2”.
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· After the worksheet is created you can right-click on a worksheet tab to get more options.  Here, you can insert an additional worksheet, delete the worksheet, or rename the worksheet.
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Deleting/ Inserting Rows and Columns
· Just as we added a worksheet, we can add rows and columns.  This can help when you miss a data point while inputting or afterwards for general formatting.
· Inserting Column/Row
· Right click on column “A” > insert
· Note: Column gets inserted to the left of the original column “A”
· Right Click on row 2 > insert
· Note: Row get inserted above the original row 2
· Deleting Column/Row
· To delete either a column or row, just right click on the desired column or row and then select “delete”



Formatting Cells
· Helps create a visually pleasing worksheet; can select different fonts, colors, cell alignment, cell borders, number format, etc.
· Font Group
· Cell Borders
· Can be applied to all or individual sides of the selected cell or range; help segregate sets of data or to create a table look within your worksheet
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· Example:
· Select cells E2:E10, experiment with the borders style and color




· Alignment Group
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· Justifying cell content to the left, right, or center
· Example:
· In the alignment section, align the content in cells accordingly
· Wrap Text
· This will make the text go onto a second line within the cell once it reaches the edge of the cell
· Example:
· Select B19 > Wrap Text
· Merge Cells
· Combines multiple cells and centers the contents of the first cell; you can merge columns and rows too
· If select the drop down for merge and center, you have four options.  See the table below for a description of what each one does.  

	Merge Type
	Description

	Merge and Center
	This will combine all selected cells into one big cell and center the text within the large cell.

	Merge Across
	This will take the selected cells and combine them horizontally.  We will go over an example of this to see a visual.

	Merge Cells
	This will combine all selected cells into one large cell, but NOT center the text.

	Unmerge Cells
	This will separate the large cell that you previously merged back into individual cells.


· Example:
· Select B22 “Monthly Sales” > Drag Cursor Over remaining cells over chart (C22 and D22) > Click Merge and Center



Using Formulas
· Create a Simple Formula
· Example:
· Select any cell > type (=) > type the remainder of your formula > Enter
· The = is what tells excel that this number will contain a formula
· Excel works the same as a calculator would; (+) for addition, (-) for subtraction, (*) for multiplication, (/) for division
· Pressing enter will run any calculation; you can also press Ctrl + Enter if you want the cursor to stay in the active cell
· Creating a Formula That Refers to Values in Other Cells
· Select a cell > type (=) > select a cell or type its address in the selected cell > enter an operator > select the next cell or type its address in the selected cell > enter
· Example:
· In B5        =B3-B2
· Enter a Formula That Contains a Built-In Function
· Select an empty cell > type = and then any function > (select range of cells) > enter
· Example:
· In G10        =SUM( manually select B10:F10 )
· See a Formula
· When a formula is entered into a cell, it also appears in the formula bar
· To see a formula, select a cell, and it will appear in the formula bar
· AutoSum
· Shortcut: Alt + = to quickly sum a column or row of numbers
· Select cell below the column (or next to the row of numbers) you want to sum
· On home tab, in the editing group, click AutoSum, enter


Sorting Lists (descending/ascending/alphabetical)
· Select data > Data tab > Sort and Filter > select whether you want to sort A-Z or Z-A
· Note: It will sort your data by the LEFT MOST column
· More detailed sort
· Under data tab, click the sort and filter button again, select custom sort
· A dialogue box will appear that will allow you to add “levels” to sort your data.
· For example, you can sort by STATE then sort by LAST NAME by clicking on ‘Add Level’. That way your data is sorted by state, but each person associated with that state is also sorted by last name
· **Make sure you check my data has header

Freeze Panes
· Select the cell below the rows and to the right of the columns you want to keep visible when you scroll throughout the worksheet
· Go to the view tab, where you can freeze panes to lock specific rows and columns in pace, or you can split panes to create separate windows of the same worksheet 
· Example: View > Window Tab > Freeze Panes 
· By selecting “Freeze Panes” this will freeze all columns to the left of the cell selected and freeze all rows above the cell selected; or select freeze first column, or top row if you choose
· You can also go back into the Freeze Panes option to unfreeze your panes as well

Using Tables
· Can be used to make managing and analyzing a group of related data easier, you can turn a range of cells into an Excel table
· Note: you cannot create or insert tables in a shared workbook
· Example:
· Select a cell within your data > Home tab > Format as Table > Choose a style > Select cell range > Mark if your data has header > OK

[bookmark: _GoBack]Creating Charts
· Charts are an easy way to visually analyze data. Depending on the data, we can create line graphs, scatter plots, pie charts, etc. to view data visually to make easier conclusions
· Recommended charts- Excel will analyze your data and make suggestions for you
· Example:
· Insert > Recommended charts > scroll through list of charts > find one you like, select + Insert Chart 
· Note: if you dot find a chart you like initially, click all charts to see available chart types
· Select your chart and then select the chart tab to change any elements of your chart; most of these options will be under Format
· Custom Charts
· Example:
· Insert > Select chart you believe best represents your data in the Charts section
· If you don’t like how the chart looks, you can change it the same way as in the recommended charts
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