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XCEL 2013

You can work faster — smarter — and more ‘techy’ in
Excel with a few time-saving tips and tricks.

Do you know which ribbon holds the Page Layout icon?
[Hint: It isn't the Page Layout ribbon]. You may know
what you want to do, but where is it found? Ribbon-
hunting can waste hours of time.

Excel is an excellent productivity tool that enables you
to not only crunch numbers, but to analyze and then turn
those ‘drab’ numbers into creative charts and
professional-looking reports.

Let Excel do the work for you. You don’t have to
remember where the command is found or figure out
tricky functions or formulas. With a few tricks under
your belt, you’ll find you’re speedy fast and able to whiz
around your data in the blink of an eye!
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SPEEDY NAVIGATION

1. Select Entire Table

There are four ways to select the data on your table.

Select All - Perhaps you are used to selecting the “ALL” button to select your Excel table. Did you

know that in doing so, you have selected over one million rows and over 60,000 columns? Yep.

You've selected everything. The better way is to click anywhere inside the table and then press Ctrl

A. Alternatively, you can click in cell A1 — hold down the shift key and click in the last cell of the
table.

Select Only Active Cells Another way to select all the active cells in - i
the table is first click in cell A1 and then press Ctrl+Shift+End _ + (0o | +

2. Fast Navigation with Ctrl + Arrow

When you click Ctrl plus any arrow button on the keyboard, you can jump to the
edge of the table in different directions. If you want to jump to the bottom line,
click Ctrl + down arrow. Get the same effect by toggling the END key. Turn it
on, then use the arrows keys to jump. (This does not select cells — only jumps).

3. Getto First Cell
If you have a large datasheet and need to go home fast (get to the top), just press

Ctrl + Home to move to the beginning of a worksheet. ar |4

4. Get to Last Cell

Conversely, if you need to get to the end of the datasheet, press Ctrl + End to ’ o
move to the last cell with content on a worksheet.

SWIFT SELECTION

5. Select Active Row 14 H‘ n E]

When you need to select only active content on whole row

quickly, press Ctrl + Shift + Arrow. Remember that
ocolat] selecting a row by clicking on the number selects all 60,000+ columns of Excel,

not just the active dataset. (Shift + Arrow only selects the cell to the right).

6. Select Active Column

gt Ctrl + Shift + Space selects the entire active column, but if + l -

s

you click the column header letter, remember you will select .

Jun J
more than one million rows!

$419.87



7. Jump to Cell

Select Ctrl + G to go to a particular cell (like M5).
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Try F5 for faster
results!
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8. Insert/Delete Rows & Columns

Quickly insert or delete rows and columns by using the keyboard shortcut of Ctrl

+ +

Ctrl + Plus sign = Inserts rows/columns

+ B Ctrl + Minus sign = Deletes rows/columns

+ the plus sign to insert, or the Ctrl + minus sign to delete.

Did you know you can add several rows at once? Highlight the number of rows
first, and then click the shortcuts. REMEMBER: A row will always insert ABOVE
the row highlighted. A column will always insert TO THE LEFT of the column highlighted.

(Note: To use the plus sign, you must also hold down the shift key).

SIMPLE FORMULAS/FUNCTIONS

Oops - Make a
mistake? Didn’t
mean to delete?
Your ‘save-all’ is
Ctrl+Z or UNDO

There are over 300 formulas and functions in Excel found on the Formulas Ribbon. Each
function set has more functions listed by clicking the down arrow. When you know what you
want to do, but don’t know how to put it into a formula, these functions are no help at all. That’s
why Excel programmers have made it easy. Type in what you want to do, and the function is
explained. Following are some very simple function shortcuts for making your work easier.

9. Super Sums
. 2 AutoSum - E Lagical - E Lookup & Reference =
RECEHH}"UEEd" Text -~ Iﬂ Math & Trig =

Insert

Function IQ Financial = @ Date & Time - I! More Functions =

Function Library

2 AutoSum -

=

IE Lo,
Sum

Average

Count Mumbers
Max

Min

More Functions...



> autosum - Lhere are several ways to get a sum (=al+a2+a3) or (=SUM(al:a3)). A formula or

9*5r===-d° calculation always must have an equal sign in front of it. Excel has made an easier
928.92

4560.47 way.

$1,205.
siiggi Click the cell below the column (or beside the row) you want to be added. Then

$1.277.28 1 click the AutoSum icon on the Home ribbon.

$532.01
ziizzgz If you pr(?fer .to do the action with a keyboard shortcut, the Alt + o +
—__sewns3a Equals sign inserts AutoSum formula
=SUM{:2::3|3-E

10. Instant Rounding

Home Ribbon

— You can use the formula for rounding if you wish —
- fo o0 onditional Fo :RDUND{ESrD}
T& Pprmatting~ 1 [D2 is the name of the cell, 0 indicates no decimals]
Mumber

Decrease Decimal Byt —you can have instant rounding of numbers with the Decrease
Show fewer decimal . . . .
o Decimal icon. This function rounds up the number to the nearest whole

I 2
number.
§1,225.84 $1.226

$2,245.01 52,245
$2,7111.33 52,711
$3.022.87 $3.023
$4,181.29 54,181

11. Insert Time or Date

| Formulas Ribbon |

HEmesmmmsE e Ipgerting the time or date is a function found on the Formulas Ribbon in the Date & Time
library. The formula for the current date is

|=Topay() | [=vowp |

Both =TODAY() and =NOW() work. You must
have the parenthesis in place. The “NOW” function enters time as well.

These formulas will renew according to the clock/calendar. [:
]+ 0]
" Excel has a shortcut available. Ctrl + Semicolon inserts the current
E— date; where Ctrl + Colon inserts the current time. These are static —
1 meaning they will not change as the time or date changes. [:
= — + 2]

Note that this will insert a STATIC date or time — meaning it won’t change.

In order to obtain a dynamic date or time (so that it changes with the clock), you must use a formula.




12.

Do hyperlinks only refer data to a website on the internet?
Why use them? A hyperlink is an interactive link between one
place and another. It can be used to link to the internet or
within the document itself.

Insert Hyperlink

One handy way to use the hyperlink in Excel is to show totals
only, for example, on another worksheet. The totals cell is
hyperlinked to another cell on another work.

There are three ways to create a hyperlink:

1. Click on the Hyperlink button on the INSERT ribbon.

Insert Ribbon

e Fypedink

(=]

Bex B bpofer

s

Add a Hyperink (Ctri«K}

Creste g fink oy pur docurment

a Tl me more

2. Right click the cell, and select Hyperlink at the bottom of the list.
3. Click Ctrl + K for a quick keyboard shortcut to insert a hyperlink

SUPER FAST DATA ENTRY

| Custom Lists

13. Autofill

No need to hold and drag the mouse through data to copy it down. Just
double click the tiny box at the bottom right-hand corner of the cell.
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Autofill not only works on text or numbers, it also works with functions and formulas!

14. Create a Customized List

Adyandn i
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o] Bak o gipclate

Shiwe add-in iz
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#| Enable mults-fhreadsd procesiing

Custom Lists |

Cuistam lists) . List gririas:
INEWTIST- oo - loe Good, John Average, immy -

Sun, Man, Tue, Wed, Thu, Fri, | Super, losie Excellent
Sunday, Monday, Tuesday, We

lan, Feb, Mar, &pr, May, lun, It

Press Enter to separate list entries.
Import list from cells:

To create your own customized list, go to
FILE, then click on
OPTIONS/ADVANCED. Scroll down to
General. Find “Create lists for use in sorts
and fill sequences,” then click on EDIT
CUSTOM LISTS.

In the next screen, click ADD, and put in
your list.

If you already have a list typed out, click
Import and select the array of cells
containing your list. The next time you
start to type your list, Excel will
automatically autofill it for you by
selecting the autofill handle.




15. Flash Fill

Home or Data Ribbon

Flash Fill is a new feature in Excel 2013.

Full Name | The key is to have a “pattern” for Excel to
Tim Bogart T.Bogart follow. For instance if you want a list of
Jeff Bryant J.Bryant firstinitial. lastname as in the example

Philip Burgess below, start typing two or three instances.

Excel will ‘get the idea’ and finish the rest
for you! You can also use the shortcut of Ctrl+E, or click on the FILL icon down
arrow on the Home Ribbon/Editing group and select Flash Fill.

3

Cirl

+

16. On-the-Spot Data Entry

Fill - i.,u
Down

Right

Up

Left

BEMW

Series...
Justify
[Z' Flash Fill

When you have a huge data table, it may be cumbersome to scroll all the way to the
bottom to enter another line. That’s where an Access database would come in handy. The

Form o form is in an easy-to-fill format. The problem is — not
— 4 everyone knows Access, or how to set up a database. Now

i =
..... B = —==
heg

sl FT P JTEet

finding a record in an instant.

=L izl]

g 1

i

find “Form.” Make a NEW GROUP, and then ADD>> the FORM to the new group.

Choose commands from:

UAaTA REVIEWW VIEWY UEVELUFER Ac

Customize Quick Access Toolbar... All Commands

Excel has figured a way to reduce your stress.
make a form too! Easy for inputting new data, or for

Excel can

First, you must have the FORM button on your ribbon.

Right-click anywhere on the ribbon and select “Customize
the Ribbon.” Select “All Commands” and scroll down to

[=]

Show Quick Access Toolbar Below the Ribbon | Popular Commands

Cugtomize the Ribbon... Commands Mot in the Ribbon

All Commands

Collapse the Ribbon \

‘ > 2 Form... >

Mew Tab ] [ﬂeu:Group] [ Rename... ]
— Y

|D Form...

1k |

within a table.

The icon will show up on your ribbon and be available whenever you click it




EASY FORMATTING

17. Format Cells in a Snap

[

il + -

Arial <10 - A N =_ &£- =, Currency 1
$-% . I—]

‘B ID-[EH- DA ESE=EEE H- ogow
Font ] Alignment Fl Mumber
Formed ol e IEN D v
18. Increase/Decrease Font Size T i
You can format any cell (text or numbers) with the tools on i o g |
the Home ribbon for font, numbers, or alignment, or even | e 0 -3 o - :
the mini-toolbar that pops up when you highlight text. Did | i I

you know you may access everything instantly in one
keystroke with Ctrl +1? It will bring up the Format Cells
dialogue box with all the formatting commands at your

You may know you can increase or decrease your font by
clicking the down arrow beside the font size. But there’s a quicker way. Click the large A to
increase font by increments of two points. Click the smaller A to decrease the font.

19. Format Painter

A handy tip to remember when formatting text or numbers —use the Format

Painter to duplicate the style, size, even the formula or function. If you have to ¥ Format Painter
recreate the same thing several times, just double-click to keep format painter — — + - N
on. The Format Painter is on the Home Ribbon.

fingertips!

20. Merge and Center

Format Cells

Text alignment
Horizontal: type of alignment to merge). Four to five clicks.

General a=d [

e -| | Excel has made a one-click shortcut to do the same thing. Much faster

Center way and efficient!
R_lght {Indent]




—

=  — =
Have you wondered how to get your text or numbers in the middle of a wide row, or — Z _
how to keep them at the bottom? Excel has made that easy too. Rather than going ___ ;} "
through all the steps of formatting the T 7
cells and then going to Alignment, just Aligniment
click the Alignment grouping on the
Home Ribbon. Here you select when you want your data on the top, middle, or —
bottom, and if you want it left-justified, centered, or right-justified. = =
23. Angle text or numbers
T It’s easy to make your text diagonal. This is a nice appearance on Orientation
e gle Conercockuize | CDATES, but also accentuates tables, and sometimes makes it easier ..
& Angle Clockwise to read if the titles are long. Highlight the text, and then click on *
|f Vertical Tet the diagonal ab in the Alignment group. Default is to angle T .
® RotateTextUp counterclockwise, but you have many more choices. : ";? ¢
|& Rotate Text Down t .
@/: Format Cell Alignment \.. *
.-
If you want a 60| ) % Degrees

N s = After highlighting the selected cells to merge, all you have to
= 0 o >
k 0 .0 L:‘ Cell Styles - EEF . . . .
omber Sytes do is click the Merge and Center icon. The default is to Merge
Merge & Center and Center. (This button works as a toggle i
- Combine and center the contentsof  gwitch. You can also unmerge the cells by
xcel the selected cells in a new larger | . . Merge B Center
pil 2] | <! - clicking the same button). m == =
This is a great way to create 3 label MEFQE ECFDSS
Excel that spans multiple columns. ~ The down arrow gives you a few more options.
1 2 FH Merge Cells
@ Tell me more | m E Qnmerge Cells

21. Wrap Text
To get text to wrap in the past, you had to press the

Chocolate — ALT key plus ENTER key. This still works well,
Covered =¢ Wrap Text but is a time-waster.
Almonds

Pecan Turtles A quicker way is to select the cell(s) you want to wrap the text in, and click
the Wrap Text button on the Home Ribbon.
Chocolate Cov

Chocolate Truws
Mint Truffles

Chocolate Cov
ol

22. Centerdatain acell

certain degree of alignment, click “Format Cell Alignment” to open the Format
Cells dialogue box. Type in the degrees, or move the mouse to the appropriate spot.
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24. Transpose data

FORKALILAS DATA REVIEW

. What if you’ve put the column data in a row, or the row data in a column?
ENES O = ; . . :
Gt Laskig b taes e DON’tretype everything. Switch the columns and rows around with

Tire - HelEienee= Trig: Fusction “transpose.” e Dlodon - __.J
RODBELS H

= GH,“ The function is still available in Formulas/Lookup | 36 Cut
LMK i & Reference/Transpose — but there’s a much - ER Copy -
. . L]
' simpler way to do it. +  “¥ Format Painter
4 First, copy your region that needs to be transposed. Paste &

e ™ il
—F "~ Go to another sheet, or another area of your

DEECT - worksheet. Click on the Paste down arrow to get
Lok _| your choices.

MATCH il |

OFFSET - Select the TRANSPOSE feature. There. All done. e Il TT.”SPDSE m,_

— Everything gets put in the proper places with no problem!

2015
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= = = = - = = z z = = S Sk g0 ST Eh E300.00 S5 55 Ea LT
o SALI0 SO0 FIRIR e S35
433818 G0N (AR 1 GANT0 SMANE ST MO0 RI2 A0 SN D0 £M40 R0 08 SNLL 00 e SHLED Sl BT AL O
[rwesn ot :mh ML i R b m&mm mﬁ:ﬂ: m:u A - :::2 :&j_: ::5 ::: ﬁ: :::i
: 01517 SEIV TN SRE R AmAR NN SO 1T Y 3 =
mmnum-w mm#ﬁmu m!ﬂﬂ' 3100 SHLE T SO0 S0 R 5L
8 S T L an 53 7w i #Rm pam AL SRL0 pm A
S 1L HELDG A S L1700
Sy szLm LTEYL T ] LT S 8y
Skt m 456 ) LLanin  Gise M BT ]
FRLLoa e Sdd. 0D L5500 S5 00 SEFR0

25. Use aTheme

For instant formatting that you don’t have to worry about, choose a theme.

Essential for a nice-looking, professional report, let Excel worry about which fonts complement

each other and which color hues A - B Ll e e M e
ﬁj | Page Layout Ribbon i N ::" . Aunomati - | [ e e
balance well. g . Tafes  hlSeale % : Fiit Toni
Uitgm ' m “ Scale tn P Is heel Dudmne
femm===For a live preview, go to Ao 'I = Bre [Aa ]
As the Page Layout Ribbon, o, e 1 o £ i
| " _ | 1y =
Themes and select the down arrow T Bagem = ey
- under Themes. As you i Bryan E 25N
P Buigezs 3] 5271133
hover over each theme, you i s 5 saaz2 0
will see how it looks on your ) P o~ e Ezl
ms
worksheet. Don’t like any? Click on A Hasiil N 520z 3y
— -1 L it g | Pl HiaBaivi] M 53,003 52
“Browse for Themes” to find many = GO e S
more on the web. Aa ] A ] {Aa L Ao ] Rncoln o b
EsE = um -_---u-- ._ | memnm. .I T”B'.'.“E E" ‘5 o7 |]2
Clarmias Cepth Drendurisd Ceopdst - L I'J:..m 'w' iﬁ Ii"l :I:I
B Rrowes foc Them, P Maywe E 51 12040
'.'i' iirment | daem (= e T 5 iR '11|
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26. Delete Blank Cells (o To Specia =)

You may have blank cells (or rows) in your database for various Select
. . . . . () Comments (") Row differences
reasons. Blank cells will invalidate data by stopping calculation B Consinis B s i s
formulas. To maintain accuracy, filter ) Eormulas ) Brecedents
= . Numbers (") Dependents
o T LSS plank cells and then delete them with one o Boiiow
£ | CliCk. Logicals All levels

() Last cell
“ Visible cells only

A speedy way to get rid of them all at

) Conditional formats

once (without having to go to each one) © Curent artay © Data alication
— is to select any column. Press Ctrl + G o =S
E— and then click the Special | e
_ Lom | == || button. Select "Blanks" and Paste Special... | |
click OK. — Delete (B
Excel has now selected all of the blank cells in the g Delcte D.Eft;mft —
column. Clear Contents (71 Shift cells up

(71 Entire column

Now carefully right-mouse click on one of the empty
calls, and choose Delete. Then select Entire row, and click the OK button.

‘ [ OK ] | Cancel

QUICKER ANALYSIS
27. Quick Analysis Tool

10.53|

The Quick Analysis Tool is new in Excel 2013. It shows up whenever you highlight
= a column or row. Options for Totals, Charts, Tables, Filters, and much more
become a one-stop-shop for a number of analyzing tools.

35, M13.00 ;2] 51,999,568 *(There is a

B MR = smenaT
A FEENE, | FORMATTING  CHARTS TABLES  SPARKLINES handout
CHARTS  TOTALS  TARLES | SPMRKTINES specifically for

i the Quick
- : 43 Analysis Tool
Sum

i3] [ # 4

loon bt Gresber..  Topl0% Chags

sitdbiunal Evimabiing usis vk En hidgh! iz et daka
FOAMATIRG  CHEATE | TOTAlT  TAA(ES
PRI | TING LHARI Y lataLy
FORMATTING TOTALS ~ TABLES  SPARKLIM = , g

Average  Count % Total Running...

. ilin oy

—
? J? [ ':' L Lolomn Winflza

P 0. a - Tasle  Erotiasle ProotTeshie  Sime
gl o ¥ I ??
- 0w
H

Clustere... Clustere... Line Scatter Mare...
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28. Filter with Three Keys

Filter one column for quick results. Select the column to be filtered
(shortcut: click in top cell, then press Ctrl + Shift + down arrow). Click
the FILTER icon on the Data ribbon. You can also find this on the Home
Ribbon in the Editing group.

FASTER: Press Ctrl + Shift + L to turn on the filtering
tool. (Same strokes to turn it off).

Data Ribbon

FORMULAS DATA

Y Clear

: Reapply
Filter
T;r‘ Advanced

The FILTER works like a toggle
switch. Click it again to turn it off.

Don’t forget to turn it off and select
all before you exit your worksheet.
Otherwise, it will stay on, and you
may think you’ve lost data when it’s
only hidden.

B [‘ﬁ‘ +]L
Home
Y| Fiter Tt Hiters You will notice a small down arrow on
e search your column. Click it to get your text
N filters. Select or unselect the fields you
. want to see.
5
5
W
M
M

REPORTS & PRINTING

29. Instant Charts

To get an instant chart of your data, highlight the area first, and then press F11. You will see

your chart pop up on a new worksheet automatically. Excel’s default is the bar chart. Alt + F1

will embed the chart on your active worksheet.

F11 — Inserts an instant chart on a new

Chart Title
worksheet.

Alt + F1 = embeds an instant bar graph on the

active worksheet.

2014 Jan Feb Mar Apr May Jun  Jul Aug Sep Oct MNov  Dec

Once your chart has been created, you can
embellish with chart styles to make it look
I I great!
A + | %




Page Layout Ribbon

30. Printing Made Easy Gridlines  Headings "1 Bring Forwa
| View | View 0 Send Backw
v Print Print EI,‘, Selection Pz
© "& =« #- [fyou want to see the gridlines on a printed sheet, “°”5 = A
. Bewdlois dli
S r—r. you can go the long way and select Borders on the e
b R i Print the lines between rows and
Top Dorger font group, but of course, there is a qu]cker way. EC|L:n1nE to make the sheet easier to
Lett Border read.
781 BghtBarder Go to the Page Layout ribbon and checkmark the

PRINT box on “Sheet Options.”

_, i Use the Page Break Preview feature on the VIEW
& Domom Double Dorder tab to see where page breaks are.
m. Topang A Did you know you can move the page break? Click

the dotted line and move it to where you want it.
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wander HIE 1tk St Ozark. i MO BEF21 %
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. n=o 423 Arbor Ridge Ln Jackzonville 22 %

Use your Quick Access Toolbartodoa POEo: B Foyse City 75189 §
arez 204 Wilkinson Str Clifkan FPark. T st I 4

g A l buray 1046 Mermioal Or Gulf Shores oL #e# 3

= ades 2754 WalnutHill U Eend |0OR 3771 %

lersen 4936 M Pagadena Ln Apt G-85 williams JCA #i## ¢

Print Preview and Print quickly. fersan 3221 Washington St Unit 5 lonia LTI
lerzon F40 M LarkspurLn Irwing | TH H## ¢

If these icons are not on the Quick Access toolbar, you can add them quickly by right-clicking on
the toolbar to customize, and then adding them. They are a wonderful timesaver!

REVIEW

There are hundreds of shortcuts and quick tips available. The beauty is that many of them work
with any Microsoft product. If you know it for one, it’s likely to work in another. Here are six
more than may come in handy.

7 More Quickies

Ctrl S = Save (save with same name)

F12 = Save As (give a different name)

Ctr]l P = Print

Ctrl N = Create a blank workbook

SHIFT F11 = Create new worksheet in same workbook
Ctrl Z=Undo

ALT F4 = Close Workbook and Exit Excel

NownhAEwbd=



