
	[image: Image]

 




 



How to Cheat and Win

at Microsoft Excel
 







A Beginner’s Guide to 

Mastering Excel
 





J.K. D E L A N E Y ® 

Copyright © 2025 All rights reserved.

 


Table of Contents
 



Introduction
 

Part 1: The Excel Playground- Getting Your Bearings

Chapter 1: The Lay of the Land

Chapter 2: Speeding Things Up

Chapter 3: Data Entry Done Right
 

Part 2: Formula Fun - Make Excel Do the Lifting

Chapter 4: Formula Friends- SUM, AVERAGE, COUNT

Chapter 5: Logical Leaps- Making Decisions with IF

Chapter 6: Looking Things Up- The Power of VLOOKUP

Chapter 7: Text Tricks- Taming Those Pesky Words
 

Part 3: Visual Victory- Making Your Data Look Awesome

Chapter 8: Charting Your Course- Turning Numbers Into Pictures

Chapter 9: Formatting Fun- Making Your Cells Easy to Read
 

Part 4: Productivity Power-Ups Working Smarter, Not Harder

Chapter 10: Sorting and Filtering- Finding Needles in Haystacks

Chapter 11: Printing Perfection- Avoiding Formatting Fiascos

Chapter 12: Little Known Gems- Tips and Tricks

Chapter 13: Wrapping It All Up
 

Conclusion

Quick Reference Cheat Sheet

Your Essential Excel Survival Guide

Common Excel Mistakes and How to Fix Them



 


Introduction
 

Let's be honest. When you hear the words “Microsoft” and “Excel”, what do you do: Do you roll your eyes slightly? Throw up in your mouth just a bit? Cringe, or descend into freak-out mode? 
 

Spreadsheets. Rows. Columns. Formulas that look like alien hieroglyphics. It's like you need to decipher some ancient code in order to make a simple list or do some math.
 

But what if there was an easier way to deal with this awesome tool? A means to get it to do your will without spending hours struggling with cryptic menus and confusing features? What if you could cheat your way to Excel greatness?
 

Now, before you start thinking about shady backroom deals and spreadsheet sabotage, let me clarify. When I say "cheat," I'm not talking about bad habits or cooking the books (though, heaven knows, we've all been tempted to subtly massage that one or two bits of data throwing everything off). No, my friend, this type of "cheating" is the good kind. It's about discovering the sneaky shortcuts, backhanded formulas, and amazingly handy tricks that will have you looking like an Excel wizard, even if you're just starting your spreadsheet journey.
 

Think of this ebook as your secret guide to the Excel underground – a realm where productivity reigns supreme and tedious tasks vanish with a few clever keystrokes. We're not going to bombard you with stacks of theoretical description or inundate you in technical gobbledegook that only old-time analysts can interpret. Rather, we're going to dive right into the nitty-gritty: the tips and tricks you can use today to make your Excel experience easier, faster, and maybe even a little more…. Fun!
 

Have you ever spent way too much time typing out the days of the week? Or painstakingly copying and pasting the same formula into a hundred cells? Or stood staring blankly at a wall of numbers, wishing there was a magic button to make it all add up? If so, then you, my friend, have come to the right place.
 

"How to Cheat and Win at Microsoft Excel" is meant to be your silent buddy in the sometimes-daunting world of spreadsheets. We've written it like a cheat sheet because, well, it is one! We'll break down basic Excel skills into understandable, bite-sized chunks, packed with useful tips and shortcuts you can put to use immediately.
 

So who is this ebook aimed at?
 

The Excel Newbie: If you just opened Excel for the first time and feel like you're staring at a foreign language, don't panic! This book will get you up and running and explain the major tools and techniques in a way that won't make your head spin.
 

The "I Know a Little Bit" User: Maybe you can enter data and do some basic calculations, but you realize that there’s this entire universe of Excel power that you are not tapping into. This tutorial will help you unlock these hidden gems and move your skill level up to “fleek”!
 

Anyone Who Wants to Save Time and Effort: Honestly, no one wants to spend hours doing the same thing over and over again. If you're looking for ways to turbocharge your productivity and impress your colleagues (or yourself), you'll likely find a few “cheats” within these pages that can help.
 

So, buckle-up and get ready to capitalize on the power of working smarter, not harder. This isn't some boring old, dry textbook. Instead, we'll approach Excel with a sense of humor (often dry), as we focus on getting you comfortable with the tool and enhancing productivity. By the time you reach the end of this guide, not only will you become a bit of an Excel master, you'll also have an arsenal of sneaky tricks in your pocket that will make you feel like you've just discovered a hidden formula for spreadsheet success.
 

Let's start "cheating" our way to Excel victory!
 

 


Part 1:
 







The Excel Playground - 

Getting Your Bearings
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Chapter 1
 



The Lay of the Land
 



Before we can pull off any fancy moves, we need to get familiar with the playing field. Think of the Excel interface as your personal command center. It might look a little intimidating at first glance, but trust me, once you know the key areas, you'll be navigating it like a seasoned pro. Consider this your quick and painless orientation – no boring lectures, just the essentials to keep you from getting lost in the spreadsheet wilderness.
 

Imagine you just landed in a new city. You wouldn't immediately try to drive a race car through its streets, right? First, you'd want to figure out what the main roads look like, where the important landmarks are, and maybe locate a good coffee shop. Excel is similar. Let's take a quick tour of some of its key landmarks:
 



The Ribbon: 

Your All-in-One Toolbox
 

That big strip across the top of your Excel window? That's called the Ribbon. Think of it as a super-organized toolbox. It contains almost everything you'll need and is divided into tabs, like: "Home," "Insert," "Page Layout," "Formulas," "Data," and so on.
 


	● Pro Tip: Imagine the Ribbon as a well-organized craft box. Each tab is a different drawer: the "Home" drawer has your basic tools like scissors (formatting), glue (pasting), and different colored papers (cell styles). The "Insert" drawer has things like stickers (charts) and photos (pictures). You get the idea.




Take a moment to click through the different tabs. You'll see groups of related commands neatly organized. Don't worry about memorizing everything right now; we'll explore the important bits as we go. Just know that most of what you need is up there.
 



The Mighty Grid: 

Cells, Rows, and Columns
 

The main part of your screen is the worksheet, which looks like a grid of boxes. These boxes are called cells.
 


	● Cells: Each individual box where you type in your data. Think of these as the individual building blocks of your spreadsheet. Each cell has a unique address, like "A1" (column A, row 1), "B5" (column B, row 5), and so on. You'll see the active cell's address in the Name Box (usually located just above column A).


	● Rows: These run horizontally across your worksheet and are identified by numbers (1, 2, 3...).


	● Columns: These run vertically down your worksheet and are identified by letters (A, B, C... and then AA, AB, AC... after Z).




Understanding rows and columns is fundamental. They're the framework for organizing your information.
 



The Formula Bar: 

Where the Magic Happens
 

Located just above the column headers (the letters), you'll find the Formula Bar. This is where you'll see the actual content of the active cell. If you've typed in plain text or a number, that's what you'll see here. But if the cell contains a formula (we'll get to that later), the Formula Bar will display the formula itself.
 


	● Pro Tip: Double-clicking inside a cell allows you to edit its contents within the cell. But for longer entries or when working with formulas, the Formula Bar gives you a clearer view and more space to work.






Tabs: Navigating Multiple Worksheets
 

At the bottom of your Excel window, you'll usually see tabs labeled "Sheet1," "Sheet2," "Sheet3," etc. These represent different worksheets within your workbook (the entire Excel file).
 


	● Pro Tip: Think of a workbook as a physical binder, and each worksheet as a separate page within that binder. This is super handy for organizing different sets of data within the same file. You can rename these tabs by double-clicking on them – try naming one "Sales Numbers" and another one "Total Expenses." Makes things much easier to find!






The "Undo" Button: 

Your First Line of Defense Against Excel Chaos
 

Look up in the very top left corner, usually next to the Save icon. You'll see a little curved arrow pointing to the left. This is the Undo button.
 


	● Pro Tip: If you do something you didn't mean to do (and trust me, you will), the Undo button is your best friend. Accidentally deleted a whole column? Click Undo. Messed up your formatting? Click Undo. Typed gibberish into an important cell? Yep – click Undo!




Get to know this button well. It will save you countless headaches. There's also a Redo button (a curved arrow pointing to the right) right next to it, in case you undo something and then realize you actually did want to do it.
 



Saving Your Work: 

Because Losing Data is NOT Fun
 

This might seem obvious, but it's crucial. Get into the habit of saving your work frequently. Use Go to File > Save (the first time) or File > Save As (to save with a different name or location).
 

Remember also to keep an eye out for the floppy disk icon in the top left corner (next to Undo and Redo). A single click saves your current work.
 


	● Pro Tip: Learn Ctrl + S (Windows) or Cmd + S (Mac). This keyboard shortcut will become your ‘saving grace’, since it saves your current work. Make it a reflex – tap it every few minutes, especially after making significant changes. Trust me on this one.






Finding Essential Buttons Without Getting Overwhelmed
 

Don't feel like you need to memorize the location of every single button right now. As we work through examples in the following chapters, you'll naturally start to remember where things are. The key is to understand the basic layout and know that the Ribbon is your main hub.
 

Training Exercise:
 


	○ Open a new blank workbook in Excel.

	○ Click through the different tabs on the Ribbon and just take a peek at the commands within each group. Don't try to understand everything, just get a feel for what's available.

	○ Click on a few different cells in the worksheet. Notice how the cell address changes in the Name Box.

	○ Type your name into cell A1 and then press Enter. Look at the Formula Bar – it should show your name.

	○ Now, type =2+2 into cell B1 and press Enter. Notice that the cell displays "4," but the Formula Bar still shows =2+2. This is our first tiny peek into the power of formulas!

	○ Type something random and then immediately click the Undo button (or press Ctrl + Z / Cmd + Z). See how it disappears? Cool, right?

	○ Save your workbook (File > Save or Ctrl + S / Cmd + S) and give it a name like "My Stupid Spreadsheet."






Congratulations! You've just taken your first steps into the Excel playground. You met the key players and learned how to avoid some early pitfalls. In the next chapter, we'll start learning some seriously cool shortcuts that will make you feel like you've gained some Excel superpowers! Get ready.
 

 


Chapter 2
 



Speeding Things Up
 



Alright, you've now got a basic understanding of the Excel landscape. But knowing your way around is only half the battle. To truly "cheat" your way to Excel mastery, you need to become an expert. Why? Because reaching for your mouse every five seconds is like trying to fight with one hand tied behind your back. Keyboard shortcuts are the secret weapons of Excel pros – they're faster, more efficient, and frankly, they make you look like you know what you're doing, even when you’re fakin’ it!
 

This chapter is all about arming you with the essential keyboard ninja moves that will drastically speed up your workflow. Forget endless clicking and dragging – we're going to learn how to command Excel with the flick of your fingers!
 



The Holy Trinity: 

Ctrl+C (Copy), Ctrl+V (Paste), Ctrl+X (Cut)
 

If there are three keyboard shortcuts you absolutely, positively must learn, it's these three. They are the bread and butter of efficient computer use, and Excel is no exception.
 


	● Ctrl + C (Windows) or Cmd + C (Mac): COPY. Think of this as making a digital photocopy of whatever you've selected (cells, text, formulas, etc.). The original stays put.


	● Ctrl + V (Windows) or Cmd + V (Mac): PASTE. This takes whatever you've copied (or cut) and drops it into the currently selected cell(s).


	● Ctrl + X (Windows) or Cmd + X (Mac): CUT. This is like using scissors. It removes whatever you've selected and puts it on your digital clipboard, ready to be pasted elsewhere.




Training Exercise:
 


	○ Type your name into cell A1.

	○ Select cell A1.

	○ Press Ctrl + C (or Cmd + C). You might see a little dashed line appear around the cell, indicating it's been copied.

	○ Select cell B1.

	○ Press Ctrl + V (or Cmd + V). Your name should now appear in cell B1 as well. Cell A1 still has your name.

	○ Now, select cell B1 again.

	○ Press Ctrl + X (or Cmd + X). Your name disappears from B1.

	○ Select cell C1.

	○ Press Ctrl + V (or Cmd + V). Your name is now in C1. Cell B1 is empty.







	● Pro Tip: You can select multiple cells, rows, or columns and then copy, cut, or paste them all at once. Experiment by selecting a range of cells and trying these shortcuts.






Navigation Secrets: 

Zooming Around Your Spreadsheet Like a Pro
 

Forget scrolling endlessly with your mouse. These shortcuts will help you jump to different parts of your spreadsheet in a flash:
 


	● Ctrl + Arrow Keys (Up, Down, Left, Right): Jump to the Edge.





	○ Select any cell with data in it.

	○ Press Ctrl + Up Arrow: You'll jump to the topmost cell in that column that contains data (or the first cell in the column if it's empty above).

	○ Ctrl + Down Arrow: Jumps to the last cell in that column with data (or the last cell in the column if it's empty below).

	○ Ctrl + Left Arrow: Jumps to the leftmost cell in that row with data (or the first cell in the row if it's empty to the left).

	○ Ctrl + Right Arrow: Jumps to the rightmost cell in that row with data (or the last cell in the row if it's empty to the right).





	● Home Key: Jumps to the beginning of the current row (column A).


	● End Key: Usually needs to be followed by an arrow key. Press End then an arrow key to jump to the last cell in that direction that contains data. If there's no more data in that direction, it will jump to the very end of the row or column.


	● Page Up / Page Down: Scrolls the worksheet up or down by roughly one screenful.






Selecting Like a Pro: 

Mastering the Art of Highlighting
 

Selecting the right cells is crucial for applying formatting, formulas, or any other actions. Ditch the tedious dragging and learn these ninja selection moves:
 


	● Shift + Arrow Keys (Up, Down, Left, Right): Extend Your Selection.





	○ Select a starting cell.

	○ Hold down the Shift key and press the arrow keys to extend your selection one cell at a time in the desired direction.




Training Exercise:
 


	○ Select a cell and then use Shift + the arrow keys to select a small range of adjacent cells.





	● Ctrl + Shift + Arrow Keys (Up, Down, Left, Right): Select Entire Blocks of Data.




	○ Select a cell at one end of a contiguous block of data.

	○ Hold down Ctrl + Shift and press an arrow key in the direction of your data. Excel will select all the adjacent cells containing data in that direction until it hits an empty row or column.




Training Exercise:
 


	○ Using the same block of data from the previous navigation exercise, select a corner cell and try out all four Ctrl + Shift + Arrow key combinations. This is a HUGE time-saver for selecting large datasets.





	● Ctrl + A (Windows) or Cmd + A (Mac): Select All (Use with Caution!).





	○ Press Ctrl + A (or Cmd + A) to select the entire current worksheet.





	● Pro Tip: If you have a contiguous block of data selected and then press Ctrl + A (or Cmd + A), it will only select that current block of data. Press it again, and it will select the entire worksheet. This can be handy for quickly selecting a specific table.






The Power of F2: 

Edit A Cell Without Clicking Around
 

Ever want to quickly edit the contents of a cell without having to double-click inside it or go up to the Formula Bar? The F2 key is your secret weapon.
 

Training Exercise:
 


	○ Simply select the cell you want to edit and press the F2 key.

	○ The cursor will jump right to the end of the content within that cell, ready for you to make changes.

	○ Press Enter to save your edits.






Quick Saving: Making Ctrl+S
 

We touched on this in the last chapter, but it's worth repeating (and emphasizing):
 


	● Ctrl + S (Windows) or Cmd + S (Mac): INSTANT SAVE!




Make this a reflex. Every few minutes, after making significant changes, just tap those keys. It's a tiny effort that can save you from catastrophic data loss. Think of it as a mini-meditation for your spreadsheet – a moment of peace knowing your hard work is safe.
 



Becoming a True Keyboard Master
 

The key to mastering these shortcuts is practice. Don't just read this chapter and move on. Open up Excel and actively try out each of these combinations. The more you use them, the more they'll become second nature.
 

Start by focusing on the Holy Trinity (Ctrl+C, Ctrl+V, Ctrl+X) and the basic navigation (Ctrl + Arrow Keys). Once you're comfortable with those, move on to selection and the F2 key. Before you know it, your hands will be flying across the keyboard, and you'll be amazed at how much faster and more efficient you've become.
 

Forget fumbling with the mouse for every little action. Embrace the power of the keyboard, and you'll be well on your way to becoming a true Excel Ninja! 
 

In the next chapter, we'll explore some sneaky tricks for entering data quickly and accurately, further boosting your productivity. Stay sharp.
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