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·  Toolbar at top looks similar in all Office products 

 
 

·  How to knowing what cell you are in - See “ A”  above 
 

·  Use your keyboard & mouse to move around 
o Tab – moves across rows 
o Enter – move down 
o Arrow keys – move the direction of arrow 
o Use mouse to move from cell to cell 
o Increase & decrease the size of the page – Ctrl + Scroll on mouse 
 

·  Entering information into cells –  
o By default, text is always aligned left 
o Numbers align right 
 

·  Formatting a Cell 
o To “ Format Cells”  go to …Format…Cells  
o See “ B”  above 
o Right click on cell, row, column, entire spreadsheet, select…Format Cell 
o Numbers 

�  General 
�  Number 
�  Currency 
�  Accounting 
�  Date 
�  Time 
�  Percentage 
�  Fraction 
�  Scientific 
�  Text 
�  Special 
�  Custom 

o Alignment 
�  Change horizontal placement 
�  Change vertical placement 
�  Change text direction 
�  Wrap text 
�  Merge cells 
�  Shrink to fit 

o Fonts 
o Border 
o Patterns 
o Protection 
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·  Resize a cell;   go to…Format…Column or Row 
o Column 

�  Definite number 
�  AutoFit 

o Row 
�  Definite number 
�  AutoFit 
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·  Auto Fill 

o Guesses which word from those already entered in the column above 

      
 

·  Keyboard shortcuts 
o Ctrl +  ’ ........ copies the cell above 
o Ctrl + X ....... cuts contents of the cell 
o Ctrl + C ...... copies the contents of the cell 
o Ctrl + V ....... pastes the contents of the cell 
o Ctrl + P ....... prints the page 

 
·  Spell check contents of page 
 
·  AutoSum button  “ A”  above 
 
·  Entering formulas 

o All formulas begin with =, that is what tells the program not to show the text 
o Adding numbers 

Item Quantity 
Hosmer 10 
Gott 5 
Patten 15 
Thompson 13 
Total 43 
Total =sum(b2:b5) 
Total =sum(b2+b3+b4+b5) 

 
o Subtracting numbers 

Beginning 
Balance 100 
Check 101 10 
Check 102 5 
Check 103 15 
Check 104 13 
Total Spent 57 
Total Spent =E1-E2-E3-E4-E5 
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o Multiplying columns  
Item Quantity Cost Total Formula 

Shoes 10 39.98 399.80 =B2*C2 
Socks 5 2.95 14.75 =B2*C3 
Pants 15 15.00 225.00 =B2*C4 
Tops 13 9.99 129.87 =B2*C5 

·  Sort 
o Highlight everything you want to sort 
o Select…Data…Sort 
o Select which column you want to sort 
o Up to 3 columns can be sorted in ascending or descending order 
o Make sure to check the correct box about headers 

      
 
 


