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            INTRODUCTION

          

        

      

    

    
      This book is a short collection of all the little tips and tricks I’ve found over the years that help me work faster in Microsoft Excel. Most of them come from my Excel beginner books. (Each of my Excel series are divided into beginner, intermediate, and formulas & functions titles.)

      I’m going to assume here that you’re already familiar with the basics of Excel like opening a file and navigating within Excel. (If not, check out one of those books).

      Also, the descriptions in this book are shorter than the descriptions in the main series. This is just a quick and easy discussion of a few little tips and tricks, not us sitting down for an in-depth discussion.

      If you like what you read, the conclusion tells you where you can go from here if you want to learn more from me. As I’ve said before and will say again, there are plenty of Excel resources out there. What I do is serve as a guide so you don’t get bogged down in all the many, many, many things that Excel can do that you probably don’t need.

      Okay, so with that said, let’s just dive right in.

    

  


  
    
      
        
          
          

          
            TERMINOLOGY

          

        

      

    

    
      In case any of the terms I use in this book are unfamiliar to you or used in a way that is unique to me, here is a brief run-down of terms you might see in this book. (A full discussion of each term is covered in the beginner books, this is just a brief mention.)

      

      
        
        Workbook

      

      

      A workbook is what Excel likes to call an Excel file.

      

      
        
        Worksheet

      

      

      Excel defines a worksheet as the primary document you use in Excel to store and work with your data. A worksheet is organized into Columns and Rows that form Cells. A workbook can contain multiple worksheets.

      

      
        
        Columns

      

      

      Excel uses columns and rows to display information. Columns run across the top of the worksheet and, unless you've done something funky with your settings, are identified using letters of the alphabet.

      

      
        
        Rows

      

      

      Rows run down the side of each worksheet and are numbered starting at 1 and up to a very high number.

      Column and row numbers are locational information. The first row will always be numbered 1, the first column will always be Column A. There will also always be a fixed number of rows and columns in each worksheet regardless of how many rows or columns of data you delete, add, or move around.

      

      
        
        Cells

      

      

      Cells are where the row and column data comes together. Cells are identified using the letter for the column and the number for the row that intersect to form that cell. For example, Cell A1 is the cell that is in the first column and first row of the worksheet.

      

      
        
        Click

      

      

      If I tell you to click on something, that means to move the cursor to a specific location and left-click or right-click on the option. If you left-click, this selects the item. If you right-click, this generally displays a dropdown list of options to choose from. If I don't tell you which to do, left- or right-click, then left-click.

      

      
        
        Data

      

      

      Data is the information you enter into your worksheet.

      

      
        
        Data Table

      

      

      I may also sometimes refer to a data table or table of data. This is just a combination of cells that contain related data in them.

      

      
        
        Tab

      

      

      Tabs are the options you have to choose from at the top of the workspace. The default tab names are File, Home, Insert, Page Layout, Formulas, Data, Review, View, and Help. But there are certain times when additional tabs will appear, for example, when you create a pivot table or a chart.

      (This should not be confused with the Tab key which can be used to move across cells.)

      

      
        
        Dropdown Menus

      

      

      A dropdown menu is a listing of available choices that you can see when you right-click in certain places such as the main workspace or on a worksheet name. You will also see them when you click on an arrow next to or below an option in the top menu.

      

      
        
        Dialogue Boxes

      

      

      Dialogue boxes are pop-up boxes that contain additional choices.

      

      
        
        Task Pane

      

      

      On occasion Excel will open a task pane, which is different from a dialogue box because it is part of the workspace. These will normally appear on the right-hand side in Excel for certain tasks such as working with pivot tables or charts or using the built-in Help function.

      

      
        
        Scroll Bars

      

      

      When you have more information than will show in a screen, dialogue box, or dropdown menu, you will see scroll bars on the right side or bottom that allow you to navigate to see the rest of the information.

      

      
        
        Formula Bar

      

      

      The formula bar is the long white bar at the top of the main workspace directly below the top menu options that lets you see the actual contents of a cell, not just the display value.

      

      
        
        Cell Notation

      

      

      Cells are referred to by their column and row position. So Cell A1 is the cell that’s the intersection of the first column and first row in the worksheet.

      When written in Excel you just use A1, you do not need to include the word cell. A colon ( : ) can be used to reference a range of cells. A comma ( , ) can be used to separate cell references.

      When in doubt about how to define a cell range, click into a cell, type =, and then go and select the cells you want to reference. Excel will describe your selection in the formula bar using cell notation.

      

      
        
        Paste Special Values

      

      

      Paste Special Values is a way of pasting copied values that keeps the calculation results or the cell values but removes any formulas or formatting.

    

  


  
    
      
        
          
          

          
            SHORTCUTS

          

        

      

    

    
      One of the key things you should learn when working in Excel are keyboard shortcuts. In the tables below, the header row tells you which key(s) to hold down (Ctrl, Ctrl + Shift, etc.). The Task column tells you what that key will do when paired with each letter.

      For example, if you hold down the Ctrl and n key at the same time (Ctrl + N), that will open a new file.
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      Note above that both the End and Home keys and Right and Left arrows have the same behavior listed. You may need to experiment on your computer to see which one works this way for you. On my laptop the Home and End keys are combined with the Left and Right arrow keys so it’s basically just the arrow keys that do this. This may apply for the Ctrl + Shift shortcuts that involve right arrows as well.
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            NAVIGATION

          

        

      

    

    
      I discuss in detail how to navigate Excel in the beginner guides, but here are just a few tips and tricks.

      

      
        
        Pin a File

      

      

      If you ever have a file that you always want readily accessible but that won’t stay in your recent files listing because you open enough files that it sometimes falls out of your top ten most recent, then you can Pin that file and it will always be available to you in your Pinned files section.

      To do this, find the file in your recent files list on the File Open screen. Hold your cursor over that listing. You should see the image of a thumbtack appear on the right-hand side. If you hold your cursor over that image it will say, “Pin this item to the list”.
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      Click on that thumbtack. If you then click onto the Pinned option, that file will be listed there. And it will stay there regardless of what other files you open, so that it’s always available to you.
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      Once you’ve pinned a file, you can open it by going to your Pinned Files section and clicking on that name.

      

      
        
        Navigate Between Worksheets

      

      

      There are a number of ways to move between worksheets in Excel, but one trick when you have more worksheets than you can see in your workspace is to right-click on one of the arrows at the left-end of the worksheet listing. This will bring up an Activate dialogue box that lists all of your worksheets:
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      From there click on the name of the worksheet you want and then click on OK and Excel will take you to that worksheet.

      

      
        
        Turn Off Scroll Lock

      

      

      On occasion I will find that navigating in Excel isn’t working the way I’m used to. I arrow and things don’t move like they should. When this happens, it’s usually because Scroll Lock somehow was turned on. The way to turn it back off is to click on the Scroll Lock key on your keyboard.

      Unfortunately, I haven’t had a computer with a Scroll Lock key in probably a decade, so you have to open a virtual keyboard to do this. Use the Windows key (the one with four squares to the left of your spacebar) + Ctrl + O to open it.

      (Another option is to go through your Start menu to Settings and search for keyboard there and then toggle the on-screen keyboard to on.)

      The keyboard will appear on your screen and look something like this:
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      The Scroll Lock key (ScrLk) should be colored when it’s turned on. It’s one of the right-hand side options on the keyboard. Click on it to turn it off and close the virtual keyboard. Excel will return to acting normally.

      

      
        
        Freeze Panes

      

      

      Freeze Panes lets you keep certain information, such as a header row, visible in your workspace while you scroll down to see more data. Without freeze panes you end up with a screen full
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