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Introduction to Excel

Microsoft Office Excel 200€ombines a column and row sheet laywith powerful tools for data
calculations, analysigharting list management and can be used as a data source for a mail merge
This document introducg®u tosome of the essential concepts that will help yougtesifective
workbooks in Excel.

Starting Excel

To startExcel click on the Start Button, then point to Programs, and then click Microsoft Gffioel
2007.Excellaunchesa newworkbook containing3 worksheets(also referred to aspreadsheets
The procedure for openirigxcelmay vary depending on the setuglod computeryou are using

Notice inFigure 1 thelayout of the opening Excel g&n The large area containing rows and columns
that looks like a grid is the area where you will create the spreadstaast.of the commonly used
Excel tools are listed iRigure 1. You can easily find out the name ofitem onthe Ribborby simply
holding the mouse over any icamot clicking the mouse buttorfer a few seconds. A nanaad
description of the iterwill appearin a screen tip

Office
Button Tabs Dialog box launcher
)/ l
t’l"‘l =) "/A s Book2 - Microsoft Excel -B8X
—“y Home Insert Page Layout Formulas Data Review View Add-Ins - = v_
= % B < ~l[=E = = H - =il | g=Insert v v %
Calib vjia v ff S ==|®»| & 6 I 3 ‘rk? L -
->] = alibri A A = = enera Eﬂ Aid ;if X pelete - || (3]~ Y A f} Ribbon
Paste B 7 U-|i#E~|Md- A~ | =E = =|EE A~ v 9 <0 M| Conditional Format  Cell et . Sort& Find &
- e 4 — = - s allz: i il Formatting ~ as Table ~ Styles~ || [Z]Format~ || (2~ Filter~ Select~
Clipboard ™= Font ] Alignment F] Number IZI Styles Cells Editing —
\ Il
| T, e Al V- / 3 Y|
A B\ C D E | 'F G H | J K L M N ol
1 | Group B
2 Name
3
0X
- Active Formula bar
5 cell
6
7 < Columns
8 and rows
9 =
10
11
12
13
14
15
16 Worksheet
L tabs Status bar
18 ‘il
19 Zoom
20 s
e Controls
4 4 » M| Sheetl Sheet2 ~Sheet3 ¥J [ ] vl
Reaty | ] g L O 0 e P

Figure 1: The opening screen of Excel 2007 displaying a blank workbook.
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Working with Workbooks

Worksheets and Workbooks Explained —

The main part of the Excel screen is the worksheetiasegrid of numbered = —
rows and lettered columns. The intersection of a column and row is cakdld a
To help you keep track of which cell you are in, each cell has a name or a c 3@ 1
reference. For emple, Al is the first cell (column A, row 1). A thick black =
borderaround a celindicatesit is theactive cell(seeFigure 2). The name of the Figure 2: Cell B2 s the

active cell appears in théame Boxto the left ofthe formula bar. active cell in this example.

Many spreadsheet users confuse the Ewogkbook with the Exceworksheet(also known as a
spreadsheet). There is actually a difference between the two. An Excel workbook is a file that contains
multiple worksheets. The Excel worksheet is the actual work area where you input data and is a single
sheet within a workbook. Notidbe worksheet tabs along the lower,
left edge of the Excel screéseeFigure 3). By default,new =
workbooks open with three blamkorksheets although you can add |« « » » | Sheet1 -~ Sheet2 Sheet3 = *J
or delete worksheets at any tinker example, you mightave a Ready'| £

yearly workbook containing a worksheet for each mofsthof the  Figure 3: Worksheet tabs are found in the
sheet tabs in the lower left together make up the Excel workbook lower left corner of a workbook.

25

Entering Data

You can enter text and numbers in céiscel automatically righaligns numerical values arteft-
aligns text.To enter data in eell, follow these steps

1) Click the cdl where you want to enter text.

2) Type text into the cell

3) PresstheEnterkeyor anarrow key to accept the text.

Keep in mind the following tips when entering data:
e Youcan easif move around from cell to cell by using ttoeir arrow keys on your keyboard,
the Enter and/or Tab keys, or by clicking with your mouse on a cell.
e To enter numbers formatted as téier example, a yeagdd an apostrophe [] in the cell before
typing inthe numbers.
e To enter fractionsypeO (zero)and presshe Spacebabefore the fraction; otherwise, Excel
will interpret the fraction as a date.

Editing Data

You can make changes to your data using more than one method. The easiest is to click once on the
cell you want to modify and simply type the new data. Excel will automatically replatelttdext

or numbers with youtnew' text. In that case,gu do nd need to use thBackspacer Deletekeys to
remove an entry.

You can alsanodify a cells contents by double clicking the left mouse button on the cell you want to
modify (or click once on the cell and press figkey). The insertion point will appeaithin the
selectectell. Make any necessary changes to your cell entry, including adding or deletingsteitie
arrow keys to move around within the erdiryd theBackspac®r Deletekeys to remove texPress the
Enterkey when you are dorand ExceWwill update the cek contents.
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TIP: If you cart read the data entered into a cell because it appearsdotlmdf”, make sure you

adjust the row/column size. Double click on the section break between the heading letters (or between
the row numbersand the column/row size will automatically readji3tailed directions for
formatting column widths and row heights can be found later in this manual.

Double click the line between the E | o | 0 |
columns to readjust. | ?

Deleting Data

To remove data from eell, follow these steps:
1) Left click the cell to select it.
2) Press th@eletekey on the keyboard.

Clipboard ™ F

If you need to remove a range of détantiguouscells), follow these steps: A
1) Left click the first cell in the range. 4 8
2) Hold down the left mouse button and veahe mouse across the range of ; §§§; ;ﬁgg
cells(seeFigure 4). 3 2005 3200
3) Release the left mouse button when the appropriate range is highlightedz 2004 4200

4) Press thé®eletekey on the keyboard. Figure 4: Drag across
cells to select a range.

v

If you need to remove data from roontiguouscells, follow these steps: P— =
1) Left click the first cell. 5 e
2) Hold down theCtrl key and left click the remaining cells whose data you |- A o |
want to deletéseeFigure 5). 2007 1200
3) Release th€&trl key when the appropriate cells are highlighted. jgg: ;igg
4) Press thé®eletekey on the keyboard.

2004 4200

2003

SN

w

If you need to remove only a portion of the data in a cell, see the previous sectifim _
on page? titled "Editing Dat& S— Select multiple

pag g . non-contiguous cells using
the CTRL key.

Saving the Workbook
To save youExcel workbook follow these steps:

[ On
1) Click theMicrosoft Office Button “* in the upper left corner of the program.
2) Click theSave Asoption in the Office Button menu.
3) Browse to a location to store the workbook using the options found Betreeirfield at the
top (sed-igure 6)
4) In the Saveastypefield, choose a file format from the drop dolst (seeFigure 6).
a. If you are planning on working with and viewing tlverkbookusing a computer with
Excel2007, choose thExcel Workbook (*.xIsx) format
b. If you are planning on sending thwrkbookto soneone who does not hatxcel 2007, or
viewing it on a computer thaioes not havExcel2007, tioose thdxcel 97-2003
Workbook (*.xIs) format
c. If you want to send a needitable version of therorkbookto someone ia e-mail, choose
the PDF (*.pdf) format
5) In theFile namefield, enter a detailed file namBo not use any characters other than letters,
numbersa hyphenor an underscore
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6) Click theSavebutton when finished.

Save in: I_‘) My Documents

21X

M @-3 X oiE-

3, My Recent | 2)Excel Files:
Documents _)PowerPoint Presentations

{4 Desktop ) Word Files

A My
(& Documents

File name: File Name Here.xlsx

Save as bype!  |Eycel Workbook (*.xlsx)

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary \Waorkbook (*.xIsb)

Excel 97-2003 Workbook (*.xIs)

XML Data (*.xml)

Single File Web Page (*.mht; *.mhtml)

LT L

Figure 6: The top and bottom areas of the Save asdialog box in Excel 2007.

site: http://tis.sjcny.edu/training/office2007.html

TIP: For additional information on Microsoft Office 2007 File Compatibility, see the following wfb

Opening a Saved Workbook
To open a previously saved Excel workbook, follow these steps:

{ Cn
1) Click theMicrosoft Office Button “* in the upper left corner of the program.

2) Click theOpen option in the Office Button menu.

3) Browse to a folder or drive location to open the &@xeorkbook from using the options found

in theLookin field at the top.

4) When you locate the Excel workbook you want to open, double click the file name.

Formatting Data

Exceloffers many options for changing the appearari@®ll text. This sectiomxplainshow to
change the appearance of font fastges, sizeandaddhyperlinks to cell text.

Changing Font, Font Style and Size

You can changeextformattingusing the tool$oundon the Ribbonthe options in the Font dialog

box, orby means okeyboard shortcuts

1) Select the text you want to changeag across multiple cells or hold down tbiel key and
left-click individual cells)and use one of the methods listed below to change font formatting:

a. Ribbon option: From theHometab, use the
options in thé=ontgroup to format tex{see Calibri
Figure 7). Click the small down arrow to the

right of afont formattingoption (outlined inthe | | B 2 T -/ & - &

blue box inFigure 7). As you hover thenouse

Dialog box
launcher

|

arrow over fonformatting choicein the list,

you will see a preview of the change on the Figure 7: The Fontgroup found on
spreadsheet the Hometab.
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b. Font dialog box option: Click the dialog box launcher in th@wer right corner of the
Fontgroupfoundon theHometab (outlined intheredboxin Figure 7). Browse
through the many font formatting options dahle in this dialog boXseeFigure 8).
Adjust the settings for thehtfaces using the options in tRentdialog boxand dick
the OK button when finished.

2]
Number ] Alignment ] Border | Fill l Protectionl
Font: Font style: Size:
Calibri lReguIar 11
I Cambria {(Headings - “| |8 -
b Italic 9
I Agency FB Bold 10
iy A|gerian Bold Italic rl_
% 2::2: Black LI ;] 13 d
Underline: Color:
INone Z] lﬁ [V Mormal Font
rEffects Preview
[ strikethrough
I Superscript | AaBbCcYyZz
[ Subscript

Figure 8: The font options available in the Format Cellsdialog box.

c. Keyboard shortcut option: Use basic keyboard shortcuts for common formatting
choicesCirl+B (Bold), Ctrl+I (Italics), Ctrl+U (Underline),or Ctrl+5 (strikethrough).

Creating Hyperlinks

Linksto web sitexan beset upfrom acell. When clicked, these linksill opena web browseto
display a specific webite To change existing text a cellinto a clickable link:
1) Click once on the cell that contains text you want to turn into a link
2) From thelnserttab, in theLinksgroup click Hyperlink (or use the keyboard shortcnirl+K).
Thelnsert Hyperlinkdialog box appears.
3) In theAddresdield, type the complete UR{web site address). You do not need to enter the
prefix (http://).
4) Click the OK button and then click away from the linkeell.

Address:  [http:ffwww.sicny.edul x|

OK I Cancel I

Figure 9: Enter the web site address in the field at the bottom of the /nsert Hyperlink
dialog box.

5) Hoverthe mouse pointer over the linked cell. Click once on the link to folld¢epins a
browser to the pagey click and hold to select the cell

If you would like toedit or remove link, right click the linkedcell and choos&dit Hyperlink... Edit
the URL as needed in taldresdield or click theRemove Linkutton. Then, click the OK button.

) . . . . -
(ﬁz TIP: Hyperlinks can be added to objects as well as text. Simply click the cljectage,shapeetc.)
and then follow steps-2. Directions carbe found later in this manual for adding objectsheets
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Formatting Cells

In Excel, every cell can be formatted differently. There are many options available to customize your
Excel workbook, which can make the worksheet easier to Feasg:xample, yogan adjust column

widths row heights, add cell borders and shading, apply a cell style, or copy formats from one cell to
another.

Cell Alignment
To align cell contentsither horizontally or vertically within a cefollow
these steps:

1) Selectthe cell(or cellg you want to alignOr, click thecolumn

K ad

B

I
Il
(il
na

iE E|

Alignment i

letter to select an entire column and the row number to select a
entire row. Figure 10: The Alignment group

2) Click on the options within th&lignment group on thédometap ~ found onthe Hometab.

(seeFigure 10). To change the vertical alignment of cell contents, choose one of the following
options

e Top Align: Aligns text to the top of the cell

e Middle Align: Aligns text between the top and bottom of the cell

e Bottom Align: Aligns text to the bottom of the cell

To change the horizontal alignment of cell contents, choose one of the folloptiogs
e Align Text Left: Aligns text to the left of the cell
e Center: Centers the text from left to right in the cell
¢ Align Text Right: Aligns text to the right of the cell

To change the indentation of cell contemtsoose one of the followingptions
e Decrease Indent Decreass the indent between the left border and the text
e |Increase Indent Increase the indent between the left border and the text

To rotate cell contents, click ti@rientation option and choose a rotation angle.

3) To use additional text alignment optionscklthedialog box launcheiin the Alignmentgroup.

Then on the Alignment tab of the Format Cells dialog box, select the options that you want.

Adjusting Column Width and Row Heights

If you cannot read the contents of a cell, or multiple cells, adjust the width of the column or height of
the row.Rows and columns can be resized either manoalfyutomaticallyto fit the cell contents

To adjust column widthasing options on the Rilon follow these steps: e /}?’ j

1) To adjust a single column, select any cell from the column to be adjus e?iﬂ.”“*“ " || S
To adjust multiple nortontiguous columns, press and hold e key £ Format +| | 2~ Fitter - sel
and select cells from each column to be adjusted. |

2) FromtheHometab in theCellsgroup, clickFormat. 3L Row Height...

3) In theCell Sizesectionclick ColumnWidth...The Column Width dialog | 2 few e
box appears. =3 Column Width...

4) In theColumn widthtext box, type the desired width and click the OK SULSHT Cokmnicy
button. The column width is adjusted. Default Width...

Figure 11: The Format
options found in the Cells
group on the Hometab.
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To adjust column widths manually, follow these steps:

1) To adjust multiple nomontiguous columns, press and hold @he key | [Widtn: 8.43 54 pixels) |
while clicking thecolumn ID (e.g., A, B C, etc.)for each desiredolumn Esefiunt &

To adjust multiple contiguous columns, press and holdltife key while

5000, 10000

clicking the first and lastolumn ID for the desired range. 6000 12000

2) Along the column ID, point to the border right of the column to be 7000, 14000
adjusted.

3) When the pointer turns into a doutalerow, click and drag. For a MBS Manually drag the

: ; lumn border to adjust width.
narrower column, drag left; for a wider column, drag rightbok colmn border to adjust wi

appears e to the pointer, indicating the current column width as you drggéFigure 12).
4) When the column reaches the desired width, sel¢lae mouse button. The column width is
adjusted.

To adjust row heights using options on the Ribbon, follow these steps:
1) To adjust a single row, select any cell from the row to be adjusted. To adjust multiple non
contiguous rows, press and hold @te key and select cells from each row to be adjusted.
2) OntheHometab, in theCellsgroup, clickFormat (seeFigure 11).
3) IntheCell Sizesectionclick Row Height..The Row Height dialog box appears.
4) In theRow heightext box, type the desired height and click the OK button. The row height is
adjusted.

To adjust row heights manually, follow these steps:
1) To adjust multiple nofrontiguous rows, press and hold @tel key while clicking the row 1D
(e.g., 1, 2, 3, etc.) for each desired row. To adjust multiple

contiguous rows, press and hold 8reft key while clicking the first 2[ ieight: 23,00 52 pixels) | 290
and last row ID for the desired range. 2004 150(

2) Along the row ID, point to the bottom border of tlosv to be 511_ ________________________ DOQZ 6441
adjusted. 4

3) When the pointer turns into a doualgow, click and drag. For a
taller row, drag down; for a shorter row, drag up. A box appesas
to the pointer, indicating the current row height as you drag it.

4) When the row reaches the desivedth, release the mouse button. The row height is adjusted.

Figure 13: Manually drag the
row border to adjust height.

Excel can determine the best width and height based on the information in the column or row. To use
the AutoFit option on a row or column, follow these steps:
1) Select a cell in the row or colunyou want to AutoFit.
2) OntheHometab, in theCellsgroup, clickFormat (seeFigure 11).
3) In theCell Sizesection, choose eithéutoFit Row Height or AutoFit Column Width
depending on which you want to change. The entire row or column automatically adjusts to fit
the largest amount of data.

Working with Borders

To make certain cells stand out in the worksheet, you may want to format a cell's.bdrdersare
many different types of cell borders armlorsyou can apply. After working with the basics steps
listed below, experiment with borders until you achieve the desired sheet appearance.

St. Josephdés Coll ege 7
Last RevisedMarch 2008



Microsoft Office Excel 2007

To add a border to a cell, follow these steps:
1) Select thecell(s) to which you want to add a border.
2) Click the arrow to the right of thBorders option found in thé=ontgroup on théHometab of
the Ribbon.
3) Choosehe appropriate border from the lisegFigure 14).

57
= Home Insert Page Layout Formulas Data
= Calibri 11 v A A==
_’] : [ A = =\
Pate o [z m O A [E ==

Clipboard ™ F-j‘ Borders

|
c2 « (| ¥4 Bottom Border
A 8 C Top Border

1 [ Left Border

2 | 2005|2000 3000 | Right Border

3 | 2004] 1500 6750 No Border

4 | 2003] 6440 2350 EH AnBorders

5 [E] Outside Borders

6 1 ] Inhick Box Border

Figure 14: The borders option found in the Font
group on the Hometab.

To change the color of a border, follow these steps:
1) From theHometab, in theFontgroup, clik the arrow to the right of the Borders option.
2) In the list of available border formats, pointLime Colorand click to select the desired color.
The cursor changes to the shape of a pencil.
3) To format individual borderthat are already applied to celtdick the borders you want
changed. To format multipleontiguouscells, click and drag across the desired cells.
4) To quit formatting border colors, press theckey on the keyboard.

To change the line style of a border, follow these steps:
1) From theHometab, in theFontgroup, click the arrow to the right of the Borders option.
2) In the list of available border formats, pointLime Styleand click to select the desirstyle
The cursor changes to the shape of a pencil.
3) To format individual borders #t are already applied to cells, click the borders you want
changed. To format multiple contiguous cells, click and drag across the desired cells.
4) To quit formatting border line styles, press Hekey on the keyboard.

To remove a cell border, followdke steps:
1) Select the cell(s) to which you wantremovea border.
2) Click the arrow to the right of thBorders option found in thé-ontgroup on théHometab of
the Ribbon.
3) ChooseNo Border from the list

St. Josephdés Coll ege 8
Last RevisedMarch 2008



Microsoft Office Excel 2007

Working with Shading

To highlight certain areas of a spreadsheet, you may want to apply color to a cell or groupbaells.
can easily remove cell shading if you no longer need it

Home Insert Page Layout Formulas Data
To apply shading to cells, follow these steps: % - B | -
1) Select the cef$) to which you want to apply oy L2000 T - A= =
shading. ¥ B I U~-|ifi~M= A== ==
2) On theHometab, in theFontgroup, click the L o S —
arrow next td~ill Color . B EEEEE
3) Live Preview displays a sample of the color choice®? M
for the selected cé€H) when you hover the mouse A B I
pointer over a color in palette. ith I I
4) Click the cobr on the palette that you waot g u I I I I I I
apply to the selected cell(s) choose thélore es L .E't:“dard C°'°“. — T
C o | o opsoa to see a larger selection of color _
choices(seeFigure 15). Ho il

%) | More Colors...

Figure 15: The cellfill color option found in the Font

To remove cell shading, follow these steps: group on the Hometab.

1) Select the cells that contain d fiblor you want to remove.
2) On theHometab, in theFontgroup, click the arrow next teill Color and then clickNo Fill.

Applying Cell Styles
Cell Styles ara defined set of formatting characteristics, such as fonts and font sizes, number formats,

cell borders, and cell shadinfo apply several formats in one step, and to ensure that cells have
consistent formatting, you can use a cell style.

1) Select the cell(s) whosgppearancgou want to change.

2) OntheHometab, in theStylesgroup, clickCell Styles A pull-down list appearéseeFigure
16).

3) A preview of the style will appear in the selected oghen you hover the mouse pointer over
different styles

4) From theGood, Bad and NeutraData and Modelor Titles and Headinggroup, select the
desired cell style. The style is applied to the selected cells.

i S || g=alnset~ | X~ A :
= 3 y ) g
| | S General & ‘?gl i Lot 77 }3
=3 = e a
o™ Delete ~ g v
t.f ig gv $ - % *63 3%8|| Conditional Format Cell s, Sort & Find &
= == =71 || Formatting ~ as Table ~ 'Styles ~/|| (&l Format ~ || {2~ Filter~ Select~
Good, Bad and Neutral
| Normal Bad Good Neutral

Data and Model
leul: I | sxolanatory ... hyperlink
Note Warning Text
Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4 Title Total
Themed Cell Styles
20% - Accentl  20%- Accent2  20%- Accent3  20%- Accentd  20%- Accent5  20% - Accent6

Figure 16: The Cell Styles options found in the Sty/esgroup on the Hometab.
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Number Styles

Excel provides preset number formats to help you standardize how numbers will appear in your
spreadsheet. For example, when formatted as Currency, the nuibaiilDappear as $9.27.

When formatted as Fraction, the number 9.27 will appear as 9 1/4. When __

formatted as Accounting, the number 9.27 will appear as $. @/B&n fe | 10500
formatted as Number, the number 9.27 will appear as 9.27 with the optionjof_ T - 4
displaying decimal places number format does not affect the actual cell

value that Excel uses to perform calculations. The actual value is displayed in l@!

the formula bafseeFigure 17).

Figure 17: Number formats
change only the displayed cell

When you need to format numbers quickly, use the options on the Ribbon vadige.
see all available number formats, use the options in tiredcCells dialog
box. Both methods are listed below.

To format numbers using the Ribbon, follow these steps: General -
1) Select the cell(s) whose number format you want to change.
2) In theNumbergroup on théHometab, click an option from thRumber | § ~ % s || %8 %8
Format drop downlist (seeFigure 18). The default option is the
General style. Number
Figure 18: The Number
To formatnumbers using the Format Cells dialog box, follow these steps: group onthe Hometab.
1) Select the cell(s) whose number format you want to change.
2) Click the dialog box launcher in titdumbergroup on théHometab.
3) Choose a category from the left sideeFigure 19) and adjust any additional options from the
right side (number of decimal places, show the dollar sign, etc.).
4) Click the OK button when finistike

™)

$10,000.00) = o
$12,000.00 i I Alignment I Font I Border I Fill l Protection

$14,000.00 Category:
General i
MNumber

-Sample
$10,000.00 ‘

Sgigunting Decimal places: |2 E‘

Time Symbol: |4 <
Percentage 7 l _.|
Fraction Negative numbers:

Scientific
Text_ $1,234.10

Special {$1,234.10)
Custom ($1,234.10)

Figure 19: There are many more number formatting options in the Format
Cells dialog box.

Merge Cells

When you merge two or more adjacent horizontal or vertical cells, the cells become one large cell that
is displayed acrossnultiple columns or rowsdMerging cells is useful if you want to place a title on the
spreadsheet or any other significant information that spans multipleMaks. sure that the data that

you want to display in the merged cell is in the udpércell of the selected range. Only the data in

the uppetleft cell will remain in the merged cell. Data in all of the other cells of the selected range will
be deleted.
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To merge cells, follow these steps: =_i=|(®| (= ||cenen

1) Select two or more adjacent cells that you want to merge -

2) On theHometab, in theAlignmentgroup, clickthe ===|EF s - % 2w
Merge and Centeroption or click the small arrow to the Alignment =3 Merge & Center
right of the option Then, choose one of the four availabjie =] Merge Across
merge choicedvierge & Center, Merge Across, Merge | Merge Cells
Cells, or Unmerge CellseeFigure 20). & : B unmerge Cells

Figure 20: The merge options found in the
Using the Format Painter Alignment group of the Hometab.

Let's sayyou have a spreadsheet set up with certain cells filled in with a light yellow color, a complete,
thick, black cell border and a foappearancef Times New Roman, Xgoint, bold and centered in the
cell. There's a lot of formatting to apply when you nusst these characteristi@gain on different

cells You could try to remember all the formatting options you selected, but that process would be
time-consuming. Insteadoy can uséhe Format Painter to copy the formatting (such as fills or
borders)f text and cellsrom one location to anothén aworksheet.

To use the Format Painter, follow these steps: =
1) Select thdormattedtext orcell that has the formatting that you want to copy. = =3
2) On theHometab, in theClipboardgroup, do one of the following: G
e To copy the formatting to one other cell, or text selecsorgle-click Clipboard =
Format Painter. Figure 21: The
¢ To copy the formatting to multiple cells, or text selees, doubleclick Clipboard group

. on the Home tab.
Format Painter.

3) The pointer changes to a paintbrush. Do one of the following:
e To copy the formatting to a single cell or range of cells, drag the mouse pointer across the
cell or range of cells that you want to format.
e To copy the formatting to several text selections, click each text selection that you want to
format.
4) To stop formatting, press tliesckey.

Clearing Cell Formatting e /:,}?’ B
You canquickly clear formattingrom selected cellscluding number formats, |~ sert& Find&

- . K2 Filter ~ v
fill colors, and borders. The cleared cells remain as blank or unformatted cells 6n ¢

the worksheet. | 2 Clear Al

‘ °_/°/ Clear Formats

i Clear Contents

To clear cell formatting, follow these steps: i
1) Select the cell(s) containing the formatting to be cleared. ‘
2) From theHometab, in theEditing group, clickthe arrow next to th€lear Figure 22: The Clear
option and choos€lear Formats. All cell formatting is removed. option found in the Editing
group on the Hometab.
TIP: If you selecta cel(s) and then presthe Deleteor Backspacéey, you clear the cell contents
without removing any cell formats or cell comments.

Clear Comments

)
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Adding and Deleting Cells, Rows and Columns

When working with worksheets, you will often need to make changes to the original worksheets, such
as delahg old information or adding new information. To make this task easier, you can add new rows
and columns or delete existing rows and columns.

Adding Rows S [mmq E- A
1) Select a celbelowwhere you want to add a new row.
2) On theHometab, in theCellsgroup, click thearrow to the right of

5= Insert Cells...

theInsert option (seeFigure 23). 5= | Insert Sheet Rows
3) Selectinsert Sheet Rowsand a new row is added above the % | Insert Sheet Columns
selected cell. | Insert Sheet
Adding Columns Figure 23: The Insert option

1) Select a cell to theight of where you want to add a new column 333?,,";’;;“6 Celisgroup on the
2) On theHometab, in theCellsgroup, click the arrow to the right of '

thelnsert option.
3) Selectinsert Sheet Columnsand anew column is addeid theleft of the selected cell.

Deleting Rows

When you delete a row, everything in the row is deleted. If you do not want
to delete the whole row, delete information from specific cells instead.

1) To delete a single row, select any cell from the row to be deleted

2) To delete multiple nowwontiguous rows, presstrl andselect the
cells from each row to be deleted

3) On theHometab, in theCellsgroup, click the arrow to the right of
the Deleteoption (seeFigure 24).

4) SelectDelete Sheet Rowand he row(s) are deleted. Figure 24: The Delete option
found in the Cells group on the

Home tab.

Deleting Columns

When you delete a column, everything in the column is deleted. If you do not want to delete the whole
column, delete information from specific cells instead.

1) To delete a single column, select any cell from the column to be deleted.

2) To delete multiple nowgontiguous columns, presrl and select the cells from each column to
be deleted.

3) On theHometab, in theCellsgroup, click the arrow to the right of tibeleteoption.

4) SelectDeleteSheet Columnsand the column(s) are deleted.
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