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Welcome! 
Microsoft Excel is a spreadsheet application that helps you to organise your data into lists 

and then summarise, compare and present your data graphically.  It is full of tools to save 

you time and hassle and make calculating with figures quick and easy. 

This IT Training course will show you how to: 

• Manage Excel files 

• Format Excel files so you can read them easily 

• Write simple formulae to make Excel behave like a calculator 

• Use Autosum to add up columns and rows of figures  

• Sort data and apply simple filters 

• Print anything (without frustration!) 

• Sort and Filter Data 

• Produce charts 

If you have been using MS Excel for a while, or if you have been trained on previous 

versions, you may already know how to use some of the features covered in this guide, but 

we hope that the notes here will help you upgrade your skills and knowledge and take 

advantage of the new features on offer. 

To help you, you will find the following symbols used throughout this guide: 

This symbol will indicate information that you need to be aware of, tips and tricks and occasionally, things 

to watch out for to avoid problems. 

 
This symbol will be shown when you need to take care and pay attention to what you are doing to avoid 
creating problems for yourself. 

 

Best wishes 

IT Training Team (Cheshire) 

IT Services, Midlands and Lancashire CSU 

 

Contact 

Email: csu.ittraining@nhs.net 

Telephone:  01606 544468 

 

 

  

mailto:csu.ittraining@nhs.net
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Launching Excel 
To launch Excel you need to double click the Excel logo from your Desktop or 

select from the Start Menu.  The Excel Window will appear: 

 

 

 

 

 

 

 

 

 

 

 

Title Bar: Shows the name of the current window (i.e., Microsoft Excel) and 

the currently displayed workbook. 

Quick access toolbar: The Excel Quick access toolbar (QAT). 

Ribbons: The Excel Ribbons. 

Formula Bar: Details the content of the currently selected cell and can be used 

for viewing/editing cell content. 

Workbook: Excel files are known as Workbooks (although many people call 

them spreadsheets).  Each workbook is divided in to columns 

labelled A – XFD (16,384) and rows numbered from 1 to 1,048,576. 

Active Cell: The term Cell is used to denote the intersection of a row and a 

column giving it a unique grid reference e.g. B3.  This unique grid 

reference is called a Cell Address.  The currently selected cell is 

shown with a heavy border around it and is known as the Active 

cell. 

Worksheet Tabs: Each new workbook has one worksheet.  Additional worksheets 

can be added and is limited only by the computer’s memory. 

Status Bar: The left half of the Bar indicates what process Excel is performing.  

The right half allows you to change the view or adjust the zoom. 
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Entering Data 
Text 

To enter text simply type it in and press Enter. Each cell can contain up to 32,767 

characters.  By default text is left aligned within the cell.  If a text entry is too wide to fit the 

width of a cell and the cell(s) to the right are empty, the text will display across the adjacent 

cells but remain the content of the cell into which the entry was made. 

In the example, the text “Midlands and 

Lancashire CSU” has been typed into 

the Cell A2.  When enter was pressed 

the text appeared to disappear as the 

adjacent cell B2 already contains text.  

By clicking on the Cell A2 it is clear 

from the formula bar that the text remains within the cell A2 even if at present it cannot be 

seen.  The solution would be to widen the column (see later.) 

Spell checking 

To spell check the text in a worksheet, click  on the Quick Access Toolbar or press F7.  

The standard Microsoft Spell checking routine will appear.  To limit the spell check to a 

range of the worksheet, select the range first then click  on the Quick Access Toolbar 

or press F7. 

Numbers 

To enter a number simply type it in and press Enter.  Numbers can be pre/suf-fixed by + - () 

, / F $ % as appropriate.  Some symbols will change the number format of the cell 

automatically.  By default, numbers are placed right aligned within the cell.  A cell may 

display ##### when it contains data that has a number format that is wider than the column 

width. 

Dates 

To enter a date use the format DD/MM/YY.  To enter today’s date automatically, press 

CTRL ; (semi colon). 

Times 

To enter the time use the format HH:MM:SS. To enter the current time automatically press 

CTRL SHIFT : (colon). 
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Data Entry Techniques 

Autocomplete 

When typing a list, if you enter a similar value to one that has been previously 

entered Excel will suggest the existing value.  To accept the suggestion, 

press Enter. 

In the example the name Dave already exists in the list, as another name 

beginning with D is entered.  Excel automatically completes the entry as 

“Dave” so that if that was correct you could press Enter.  Alternatively, you 

can ignore the suggestion and carry on typing the required entry. 

Pick from List 

When typing a list if you know that the entry you are about to type already 

exists in the list, right click the cell and select Pick from Drop Down List.   

Click on the entry required to insert into the cell. 

 

Range Same Data 

If you require a range of cells to all contain the same data, select the range and enter the 

data required into the Active cell then press CTRL ENTER.  The data entered in the Active 

cell will appear in all cells in the range. 

Before: 

 

After:     

Autofill 

Autofill can be used automatically enter values from a recognised series.  Excel recognises 

the following series: 

Series Example 

Days of the 

week 

Monday, Tuesday, Wednesday etc. 

Mon, Tues, Weds etc. 

Months of the 

year 

January, February, March etc. 

Jan, Feb, Mar etc. 

Dates Enter a date and Autofill will automatically continue the calendar 

from that point on. 

Times Enter a time and Autofill will automatically continue the time from 

that point on. 
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To use Autofill, enter the first value from a recognised series and press Enter.  

Click back onto the cell and point at the bottom right hand corner – the Fill 

Handle. 

When the Excel Pointer  changes to a black cross, hold down the left 

mouse button and drag over the cells that you want to fill with the series.  The 

series will be displayed.  

Fill Series 

Enter the first two values in a series, then select both cells.  Use the Fill 

handle to extend the series. 

In the example, two times were entered.  When the cells were selected and 

the fill handle used to extend the series the time period incremented in 30 

minute intervals.  

AutoFill Options Button 

The AutoFill Options button will appear next to data that you have added to a 

worksheet using either Autofill or Fill Series.  Click the Autofill Options button to display a 

list of actions Excel can take regarding the cells affected by your fill operation. 

Copy Cells: This Autofill option will replace the entries in the selection with the entry in the 

active cell of the range.  For example: 

Before:   After:  

 

Fill Series: This is the default setting for Autofill and Fill Series. 

Fill Days etc. This option changes depending on the series you extend.  This only works 

for recognised series.  
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Custom Fills 

To create your own list of items to use with 

Autofill, choose File, Options, Advanced 

and under the General heading select Edit 

Custom Lists.  Click in the List entries box 

and type your list with one item per line, 

press Enter after each entry.  Click Add and 

you list will be displayed in the Custom 

Lists on the left. 

Click OK.  You can now type any item from 

your custom list and drag the fill handle to 

reveal your list. 

 

To edit your list, choose File, Options, Advanced and under the General heading select 

Edit Custom Lists box.  Select your list and edit the contents in the List entries box.  Click 

Add then OK to update the list.  Alternatively select your list and click Delete. 

Data Entry Keyboard Shortcuts 

The table below lists a series of shortcuts for data entry using the keyboard that you may 

find useful: 

To Do This Press 

Complete a cell entry and select the cell below. ENTER 

Start a new line in the same cell. ALT+ENTER 

Complete a cell entry and select the previous cell above. SHIFT+ENTER 

Complete a cell entry and select the next cell to the right. TAB 

Complete a cell entry and select the previous cell to the left. SHIFT+TAB 

Cancel a cell entry. ESC 

Move one cell up, down, left, or right. Arrow keys 

Move to the beginning of the line. HOME 

Repeat the last action. F4 or CTRL+Y 
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Editing Data 

Use the methods listed below to edit your data: 

To Do This Press 

Cancel a cell entry before you press Enter. ESC 

Edit the active cell and position the insertion point at the end of 

the cell contents. 

F2 

Edit the active cell and then clear it or delete the preceding 

character in the active cell as you edit cell contents. 

BACKSPACE 

Delete the character to the right of the insertion point or delete 

the selection. 

 

DELETE 

Delete text to the end of the line. CTRL+DELETE 

Start a new line in the same cell. ALT+ENTER 

Undo the last action. 
Click  or press 

CTRL+Z 

Redo the last action you Undid 
Click  

CTRL+SHIFT+Z 
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Worksheet Navigating Shortcuts 

Use the keyboard shortcuts below to navigate around your worksheets quickly and easily:  

To Do This Press 

Move one cell up, down, left, or right. Arrow keys 

Move one cell to the right. TAB 

Move one cell to the left. SHIFT+TAB 

Move to the edge of the current data region (a range 

of cells that contains data and that is bounded by 

empty cells or worksheet borders.). 

CTRL+arrow key 

Move to the beginning of the row. HOME 

Move to the beginning of the worksheet. CTRL+HOME 

Move to the last cell on the worksheet, in the bottom-

most used row of the rightmost used column. 

CTRL+END 

Move to the next sheet on the right CTRL+PAGE DOWN 

Move to the next sheet on the left CTRL+PAGE UP 

Move down one screen. PAGE DOWN 

Move up one screen. PAGE UP 

Move one screen to the right. ALT+PAGE DOWN 

Move one screen to the left. ALT+PAGE UP 

Scroll to display the active cell. CTRL+BACKSPACE 

Display the Go To dialog box. F5 

Move from top to bottom within the selected range. ENTER 

Move from bottom to top within the selected range. SHIFT+ENTER 

Move from left to right within the selected range. If 

cells in a single column are selected, move down. 

TAB 

Move from right to left within the selected range. If 

cells in a single column are selected, move up. 

SHIFT+TAB 
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Move clockwise to the next corner of the selected 

range. 

CTRL+PERIOD 

Move by one block of data within a row or column. END, arrow key 

Move to the last cell on the worksheet, in the bottom-

most used row of the rightmost used column. 

END, HOME 

Move to the rightmost nonblank cell in the current 

row.  

END, ENTER 
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Data Selection Techniques 

A group of cells is known as a range.  Selecting ranges of cells is a vital skill as you will 

need to do this to apply formatting, perform calculations etc.  There are a variety of different 

methods for selecting data: 

To Do This Press 

Select a range of cells Drag over the cells required.  

Alternatively, click on the first cell you 

want to select and then hold down 

SHIFT and use the arrow keys to 

select the range required. 

Select the entire column. Click the grey column heading or 

press CTRL+SPACEBAR 

Select the entire row. Click the grey row heading or press 

SHIFT+SPACEBAR 

Select the entire worksheet.  CTRL+A.  If the worksheet contains 

data, CTRL+A selects the current 

region. Pressing CTRL+A a second 

time selects the entire worksheet. 

Select multiple ranges Select the first range, then hold down 

CTRL and select the second range, 

then the third etc. 

With multiple cells selected, select 

only the active cell. (In other words 

clear the selection but stay in the 

active cell!) 

SHIFT+BACKSPACE 

 

Select the current region around the 

active cell (the data area enclosed by 

blank rows and blank columns) 

CTRL+* (asterisk from the Number 

pad)  

Turn extend mode on or off.  F8  In extend mode, EXT appears in 

the status line, and the arrow keys 

extend the selection. 

 

Extend the selection by one cell. SHIFT+arrow key 
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Extend the selection to the last 

nonblank cell in the same column or 

row as the active cell. 

CTRL+SHIFT+arrow key 

Extend the selection to the beginning 

of the row. 

SHIFT+HOME 

Extend the selection to the beginning 

of the worksheet. 

CTRL+SHIFT+HOME 

Extend the selection to the last used 

cell on the worksheet (lower-right 

corner). 

CTRL+SHIFT+END 

Extend the selection down one 

screen. 

SHIFT+PAGE DOWN 

Extend the selection up one screen. SHIFT+PAGE UP 

Extend the selection to the last 

nonblank cell in the same column or 

row as the active cell. 

END+SHIFT+arrow key 

Extend the selection to the last used 

cell on the worksheet (lower-right 

corner). 

END+SHIFT+HOME 

Extend the selection to the last cell in 

the current row.  

END+SHIFT+ENTER 
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Managing Excel Files 

Starting a New Workbook 

To start a new workbook, click File, New and choose a template of your choice or Blank 

Workbook for a standard workbook. 

 

Saving Workbooks 

Saving a new workbook 

To save the current workbook for the first time click  on the Quick Access Toolbar or 

choose File, Save As. 
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From the screen your Recent Places will be displayed first and you can double click on a 

folder on the right to save to that location.   

Alternatively click Browse and the Save As dialog box will display.  Select the Location on 

the left navigation pane and double click on a Folder on the right side that you want to save 

the workbook into.  Type in a File Name box and click .   

 

The Title bar for the window will change to display the name given to the file. 

 

Saving changes to an existing workbook 

If the workbook you want to save already has a name and all you want to do is update the 

file with the changes, click  on the Qucik Access Toolbar or choose File, Save. 

Saving an existing workbook under a new name 

To save an existing workbook under a new name or into a different location choose File, 

Save As.  Select the location for this new version of the workbook to be stored and enter 

the new name in the File name box.  Click . 
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Opening and Closing Workbooks 

Opening 

To open a workbook file that you have saved, click  or choose File, Open.  The Open 

screen will be displayed: 

 

Your Recent places will be displayed, click Workbooks or Folders on the right to change 

what you view.  Alternatively click Browse to view the Open dialog box to select another 

location: 

 

Select a location from the left navigation pane.  Double click to open a folder on the right 

side. 

Select the workbook and click . 
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Closing 

To close a workbook, click the  in the right-hand top corner of the window.  Alternatively 

choose File, Close.  If you have made any changes since you last saved the workbook, 

Excel will prompt you to save the changes.   

 

Click Save to update the file with the latest changes or click Don’t Save to discard the 

changes you have made.  If you click Cancel, you will cancel the Close command.  

If you close a new workbook and you click Close without saving you will be prompted to 

save the workbook with a File Name and Choose a Location.  Click Save to confirm or 

click Don’t Save to discard the changes you have made.  If you click Cancel, you will 

cancel the Close command.  

 

Changing the display in the Open dialog box 

To change the display of the files in the Open dialog box click the arrow on the view icon

.  Choose from the available Views: 

View Name Display 

Extra Large 

Icons 

Extra large icons for each folder and file are displayed 

Large Icons Large icons for each folder and file are displayed 

Medium 

icons 

Medium icons for each folder and file are displayed 

Small Icons Small icons for each folder and file are displayed 

List Very small icons for each folder and file are displayed 

Details  The details of the file size, type and date modified are shown 

Tiles Large icons for each folder and file are displayed 

Content More details about each individual files can be viewed for example the 

size. 
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Deleting and Renaming Files 

Deleting Files in the Open dialog box 

Select the file you want to delete and click Organise, Delete.  You maybe prompted to 

confirm that you want to permanently delete the file. Click Yes.  

 

The file maybe automatically deleted depending on where the file has been originally 

saved.  Please note when confirming the delete the file may not be recoverable. 

Renaming a file 

Select the file you want to rename and click Organise, 

Rename.  The name against the file will now appear 

highlighted.  Type in a new name as required and press Enter when done.   

Working with Folders 

Managing Folders  

To create a new folder, click .  Enter a name for your new 

folder and press Enter.  Double click on the folder to open it. 

Moving Files 

To move a file from your network drive into one of your folders, point at the file and drag it 

over the folder you want to move it to so that the folder name appears highlighted in blue.  

Release the mouse. 

Working with Recent Files and Folders 

Click File in the top left corner of the screen and click Home on the left. 
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A list of the recent Workbooks will be displayed.  Click on a workbook to open it. 

You can pin a workbook in the Recent list to find workbooks you use on a regular basis.  

Hover to the right side of the of the workbook name to display the push pin and click the 

pin. 

 

The push pin will be displayed and will be added alphabetically in a separate Pinned list at 

the top of the page. 

 

The workbooks that have a push pin will remain at the top of the page in the Recent area.  

The items underneath this area will recycle round each time you open a new workbook. 

 

Click Pinned at the top to view only your Pinned workbooks.  Click the Pin again to remove 

the push pin. 

Document Recovery 

Your workbook will be saved every 10 minutes.  If the workbook has already been saved to 

a location with a name, you can click Version History in the Info area.  Click File and Info. 
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If the workbook has not been saved and you close the workbook a message will be 

displayed: 

 

If 10 minutes has passed and you close the workbook without saving a different message 

will be displayed: 

 

An additional message is included in the dialog box to confirm a recent copy will be 

available if you do not save the workbook.  If you click Don’t Save, click File, Open, 

Recent and select at the bottom of the screen. 

From the dialog box select the document and click Open. 

 

The workbook will be opened and a message will be displayed at the top of the screen: 

 

Click Save As to select a location to save the workbook and provide a file name. 
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Managing Worksheets 

Rename a sheet 

To rename a sheet, double click the sheet tab or right click the sheet tab and choose 

Rename.  The sheet name will appear highlighted:   Type the new name for the 

sheet and press Enter. 

Delete a sheet 

To delete a sheet, point at the sheet tab and right click.  If the sheet is empty it will be 

automatically deleted.  If the worksheet contains data you will be prompted to confirm the 

delete.  Click Delete to confirm 

.   

In each case you will not be able to undo deleting a worksheet. 

Insert a New sheet 

You can insert extra worksheets and this is only limited by the computer’s memory in any 

workbook.  To insert a new sheet, point at the sheet tab that you want to insert the new 

sheet in front of and right click. Select Insert.  Select  from the list of available 

sheet types and click OK.  Alternatively click  in the sheets area to insert a new sheet at 

the end. 

Move a sheet 

To move a sheet, point at the sheet tab, hold down 

the left mouse button and drag the sheet to the 

required position, watching the black arrowhead for where 

the sheet will be inserted.  Release the mouse. 

Alternatively point at the sheet you want to move, right click 

and choose Move or Copy.  In the dialog box that displays 

select the sheet that you want to insert the sheet in front of 

or choose (move to end).  Click OK. 
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Copy a sheet 

To copy a sheet, point at the sheet tab, hold down the 

CTRL and the left mouse button and drag the sheet to 

the required position for the copy.  Watch the black arrow 

head for where the copy will be inserted.  Release the 

mouse.   

Alternatively, point at the sheet you want to move and right 

click and choose Move or Copy.  Tick the Create a copy 

tick box and then select the sheet that you want to insert the 

copy in front of or choose (move to end).  Click OK.  

Moving or copying a sheet to another workbook 

You can move or copy a sheet to another workbook that you have open, or to a new 

workbook.  Right click on the sheet you want to move or copy and choose Move or Copy.  

At the top of the dialog box, select the workbook that you want to move or copy to or select 

New Workbook.  Now select the position you want the sheet to appear when it arrives.  Tick 

the Create a copy tick box if required.  Click OK. 

Controlling sheet display size 

To increase or decrease the display size of the sheet you are working 

on, select View Tab.  Select the size required and the display will alter. 

Alternatively use the Zoom control slider to adjust the view.  Click and 

drag the marker on the slider or use the + and – symbols. 

 

Enlarge to model size 

To enlarge the sheet display size to fit your model, select the data and 

then click Zoom.  Choose Fit Selection. 
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Formatting Cells  

Changing the Font 

Select the cell(s) that contain the data that you wish to change.  From 

the Home ribbon, click the Font drop down and select the required 

font.  Hover over the Font to see the change and then click to apply the change. 

Changing the Font size 

To change the size of the font, select the cell(s) that contain the data that you wish 

to change.  From the Home ribbon, click the Size drop down and select as 

required.  Hover over the Size to see the change and then click to apply the 

change. 

Adding Font Enhancements 

Bold, italic and underline can be easily added to data on the worksheet.  Select the cell(s) 

that contain the data that you wish to change and click  for bold,  for Italics and  

for underlining from the Home ribbon. 

Adding Colour to text 

Select the cell(s) you want to colour the data for and click  from the Home ribbon.  

The colour palette will display.  Click the colour required.  Hover over the Colour to see the 

change and then click to apply the change. 

Using Format Cells 

Select the cell(s), locate the Font group and select the dialog box launcher. The dialog 

box launcher contains commands in the group, plus other additional commands.  

Alternatively, right click on the cells and select Format Cells. 
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The Format Cells dialog box shown here will be displayed. 

 

All the items discussed above can be applied to the data from this one dialog box.  Click 

OK when complete. 

Changing Number Style 

To alter the format of numbers, select the cell(s) to be formatted and click the following from 

the Number group:  

 Currency Format.  E.g.:  £2,500.00 

 Percentage Format.  E.g.: 25% 

 Comma Format.  E.g.: 2,500.00 

Altering the number of decimal places 

To alter the display of the number of decimal places, select the cell(s) and click one of the 

following buttons from the Number group: 

 Decrease decimal places    Increase decimal places. 

Any decimals will be rounded using the standard method of 4 down, 5 up. 

Formatting other numerical data 

To alter the format of numbers that represent dates, time, fractions 

etc., select the cell(s) and from the Number group click the dialog 

box launcher. 
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Select an appropriate category and choose the best available formatting Type.  A Sample 

will be displayed at the top of the dialog box.  Click OK. 

 

Aligning data in cells  

Horizontal alignment 

To change the horizontal alignment of data within cells, select the cell(s) and click one of 

the following:   

 Centre   Right align   Left align 

The data will align within the width of the cell. 

Merge and Centre 

To align text centrally across a range of cells, enter the text in the first cell of the range and 

then drag over the cells you want to centre over: 

 

Click  from the Alignment group, and the text will be centred across the 

columns: 

 

Alternatively click the dialog box launcher from the Alignment group and tick Merge cells.  

Click OK. 
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Vertical alignment 

To change the vertical alignment of data within cells, select the cell(s) and click the dialog 

launcher from the Alignment group.  Select the Vertical drop down and select the 

alignment required.  Click OK. 

 

Wrapping Text within a cell 

If you have a lot of text within a cell and do not want the text to spill over in to the cells on its 

right, select the cell and click on the Home ribbon.  The text will now be 

wrapped around within the cell and the height of the cell will have increased.  E.g. 

Before:   

 

After: 

 

 

Or alternatively click the Orientation icon from the Alignment group.  

 



 

NHS Midlands & Lancashire Commissioning Support Unit 
30 

Fill the cell background 

To alter the colour or pattern that fills the background 

of the cell, select the cell(s) and click  from the 

Font group.  Select the colour required from the 

palette displayed.  Alternatively click the Font dialog 

box launcher and select the colour required.   

Note: In this dialog box you can also apply a 

pattern/texture over the top of the selected colour.    

Add Lines and Borders 

To add lines and borders to cell(s), select the cell(s) and click  from the Font group.  

Select the line or border required.   

Alternatively click the Font dialog box launcher and select the Borders tab.  Adjust the 

Style and Colour, click the buttons around the preview area to apply the borders.  Click OK. 

 

Autofill Options for Formatting 

Formatting can be applied using Autofill Options.   

Fill Formatting Only 

Select a cell containing formatting and use the Autofill handle to select a range of cells to 

fill.  Initially it will appear that you have copied the cell contents, but when the Autofill 

Options button appears choose Fill Formatting Only to transfer the formatting to the cells 

rather than the content. 

Before: 
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During:  

 

 

 

After:  

 

Fill without Formatting 

Use this option to fill the cells you select with the content but ignore any formatting applied 

to your source cell. 
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Formatting Columns and Rows 

Formatting Columns 

Changing Column width manually 

To change the width of a column manually, point at the right-hand border of the Column 

Letter that you want to widen.  The sizing tool will appear.  Hold 

down the left mouse button and drag the column to the required 

width.  

Changing the column width automatically  

To change the width of a column automatically, point at the right-hand border of the Column 

Letter that you want to widen.  The sizing tool will appear.  Double click to invoke Autofit, 

which automatically adjusts the width of the column to the widest entry in that column. 

Note:  You will find that when you type a number of up to 11 characters in length, Excel automatically widens the 

cells to accommodate the width of the number.   

 

Autofit a range of columns 

If you have a series of columns that you need to adjust the width of, 

select the columns and then choose Format, from the Cells group, 

Format, Autofit Column Width.  Each column will be adjusted to a 

width to accommodate widest entry it holds. 

Alternatively, select the columns and point at the border of the column letter of one of the 

columns. When the sizing tool appears, double click. 

Changing a range of columns to the same width 

Select the columns, point at the right-hand border of the one of the column letters that you 

want to change the width of. When the sizing tool appears, drag it to the required width.  All 

the columns selected will now be altered to that width. 

Revert to the Standard Width 

To return a column(s) to the standard with, select the column(s) and from the Cells group 

choose Format, Columns Width.  Enter 8.43 and click OK. 

To change the standard column width for the whole worksheet, select the 

worksheet columns and row by clicking the box in top left corner.   

Click Format from the Cells group and choose Default Width.  Enter a 

new number and click OK.  Any column that you have not already changed the width of will 

now adjust to be the width you specified.  
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Hiding and Restoring columns 

To hide a column or columns, select the column(s) and choose 

from the Cells group, Format, Hide & Unhide and Hide Columns.  

The column(s) will disappear from view and this will only be 

obvious by looking at the Column Letters.   

In the example, column C has been hidden. 

 

To restore a column or columns that have been hidden, select the 

columns either side of the hidden column(s) and choose Format, 

Hide & Unhide and Unhide Columns.  

 

Inserting Columns 

To insert a single column, click a cell in the column immediately to 

the right of where you want to insert the new column. For example, 

to insert a new column to the left of column B, click a cell in column 

B. Choose Insert from the Cells group, Insert Sheet Columns. 

To insert multiple columns, select columns immediately to the right 

of where you want to insert the new columns. Select the same 

number of columns as you want to insert.  Choose Insert from the 

Cells group, Insert Sheet Columns. 

Alternatively right click on the Column Letter and select Insert. 

Deleting columns 

To delete columns, select the column(s) to be deleted and choose Delete from the Cells 

group.  Alternatively, select the column(s) and then right click on the Column Letter and 

choose Delete. 

Formatting Rows 

Changing row height manually 

To change the height of a row manually, point at the bottom border of the Row 

Number that you want to deepen.  The sizing tool will appear.  Hold down the left 

mouse button and drag the Row to the required height.  

Changing the row height automatically 

To change the height of a row automatically, point at the bottom border of the Row Number 

that you want to deepen.  The sizing tool will appear.  Double click to invoke Autofit, which 

automatically adjusts the height of the row to the tallest entry in that row. 

Note:  You will find that when you change the font size, Excel will automatically increase the row height to 

accommodate the data. 
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Autofit a range of rows 

If you have a series of rows that you need to adjust the height of, select the rows and then 

choose Format from the Cells group, Autofit Row Height.  Each row will be adjusted to a 

height to accommodate tallest entry it holds.  Alternatively, select the rows and point at the 

border of the Row Number of one of the rows. When the sizing tool appears, double click. 

Changing a range of rows to the same height 

Select the rows, point at the bottom border of one of the row numbers that you want to 

change. When the sizing tool appears, drag it to the required height.  All the rows selected 

will now be altered to that height. 

Revert to the Standard height 

To return a row(s) to the standard with, select the row(s) and from the Cells group choose 

Format, Row Height.  Enter 12.75 and click OK. 

Hiding and Restoring rows 

To hide a row or rows, select the row(s) and choose 

Format, Hide & Unhide and Row Hide.  The row(s) will 

disappear from view and this will only be obvious by looking 

at the Row Numbers.  In the example, row 3 has been 

hidden. 

 

To restore a row or rows that have been hidden, select the 

rows either side of the hidden row(s) and choose Format, 

Hide & Unhide and Row Unhide.  

 

 

Inserting Rows 

To insert a single row click a cell in the row immediately below of where you want to insert 

the new row. For example, to insert a new row above row 3, click a cell in row 3. Choose 

Insert from the Cells group and click Rows. 

To insert multiple rows, select rows immediately below where you want to insert the new 

rows. Select the same number of rows as you want to insert.  Choose Insert from the Cells 

group and click Insert Sheet Rows. 

Deleting rows 

To delete rows, select the row(s) to be deleted, choose Delete from the cells group and 

click Delete Sheet Rows.  Alternatively, select the row(s) and then right click on the Row 

Number and choose Delete. 
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Format as Table 

Format as Table will apply pre-defined formatting quickly to spreadsheet 

models.  Select the range of cells for your spreadsheet model and choose 

Format as a Table from the Styles group on the Home ribbon.  Select a style 

of formatting by clicking on one of the styles shown.  Click OK.  

The model will now be formatted according to the format style selected. 
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Simple Formulae 

Using Excel like a Calculator 

Enter the figures that you want to calculate with into separate cells.  Select a blank cell in 

which you want to see the result of the calculation: 

1. Type = 
2. Click the cell of the first number 

3. Type either + - * or / as required 
4. Click the cell of the next number. 
5. Press Enter to see the result. 

Arithmetic and Comparison symbols 

Arithmetic Comparison 

+ Addition = Equal 

- Subtraction > Greater Than 

/ Division < Less Than 

* Multiplication >= Greater Than or 

Equal to 

% Percent <= Less Than or Equal 

to 

  <> Not Equal to 

 

Formulae combining three or more numbers 

If you want to write a formula that combines three or more numbers together you must be 

careful of algebra and structuring your formulae in the correct order:   

For example: 

20 + 5 * 40 equals 1000 on a calculator 
but … 

20 + 5 * 40 equals 220 in an Excel Formula 

 

Why?  Because Excel uses algebra to perform its calculations and the laws of algebra state 

that, multiplication is performed before addition. Therefore in the example above brackets 

would be needed to ensure that the 20+5 was calculated first, prior to the multiplication. 

Therefore, always put the calculation to be performed first in brackets to tell Excel to 

calculate it first.  To enter the formula successfully in Excel you would need to put: 

=(20+5)*40 
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Easy Algebra 

In schools, algebra is taught using BODMAS as an easy way to remember the right 

sequence for doing things mathematically: 

Brackets Order Division Multiplication Addition Subtraction 

For example:  what is the answer to 2 + 3 x 5? 

Is it:   (2 + 3) x 5 = 5 x 5 = 25 

Or 

  2 + (3 x 5) = 2 + 15 = 17 

If you have followed the rules of BODMAS the answer would be seventeen.  Study the 

example below for more assistance: 

What is the answer to: 4 + 70/10 x (1+2)2 -1 
Brackets gives:   4 + 70/10 x (3)2 -1 

Order gives:   4 + 70/10 x 9 -1 
Division gives:   4 + 7 x 9 -1 
Multiplication gives:  4 + 63 -1 

Addition gives:   67 -1 
Subtraction gives:   66 

 

Formula Evaluation 

If you are not confident with algebra, Excel has a feature to help you evaluate your formula 

construction.  Select the cell containing the formula you wish to evaluate, from the 

Formulas tab click Evaluate Formula from the Formula Auditing group. 

 

Click Evaluate to convert the formula click by click into the final answer.  If you are not 

getting the answer you had expected (or if you have checked it on a calculator and got a 

different answer) your algebraic error should become obvious.   
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Error Values 

If you create a formula that Excel cannot properly calculate an error message will display. 

Error Values are displayed by Excel when a formula cannot be properly calculated: 

Error 

Value 

Your Formula is instructing Excel to: 

#DIV/0! Divide by Zero 

#N/A Refer to a value that is not available 

#NAME? Use a name that is not recognised 

#NULL! Specify an invalid intersection of two areas 

#NUM! Use a number incorrectly 

#REF! Refer to a cell that is not valid 

#VALUE! Use an incorrect argument or operator 

 

###### 

This is not an error! This is simply Excel telling 

you that the result of your calculation or the 

content of the cell is too long to fit into the 

current cell width – so widen the column! 

 
Auto-calculate 
Auto-Calculate will add up a range of cells without the need to enter a formula.  

Select a range of figures and look at the Status Bar.  

 

The total of the selected figures will be shown.  The Average and Count is 

also displayed in this example. 

Auto-Calculate Options 

If you select a range of cells and then right click on the Auto-Calculate area of the Status 

Bar you can alter the calculation to include Average, Maximum, Minimum and Count.  

Simply select the calculation required. 
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Autosum 
Autosum is a feature of Excel that will automatically add up a range 

of numbers and the click of a button.  Click into the cell where you 

want to see the result of the Autosum and click the Autosum button 

.  Alternatively click the arrow to the side of the 

Autosum button and select Sum from the list. 

Excel places a lasso (fairy lights) around the cells it thinks 

you want to add up.  Press Enter if the cells are correctly 

outlined or drag over the range of cells you want if the 

selection it has suggested is wrong.  Press Enter to accept. 

 

Autosum Range 

Autosum can be used to add up more than one range 

of numbers at a time.  Position the Active cell in the 

first cell in which you want a result and drag to 

highlight other cells you also want totals in.  As long as 

the individual ranges of numbers are all in adjacent 

rows or columns when you click  (Autosum) the 

ranges will be totalled. 

 

You can add up rows and columns at the same time.  

Select the cells to be added up and empty cells where 
you want the answers.  For example: 
 

Before: After: 
 
 

 
 
 

 

When you click  the columns and rows will be totalled. 

Copying Formula with Autofill 

Formulae can be copied because instead of typing in the numbers 
you want to calculate with, you reference the position of the 

numbers in the worksheet by their cell address.  This is known as 
Relative Referencing.  For example, to add up the example shown 
here the Formula used was: =B2+B3+B4 
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In other words, Excel was instructed to add up the three cells directly above the formula 

cell.  If this formula was copied, it would continue to try and add up the three cells directly 

above its new location, and would automatically adjust the formula to reference the cell 

addresses of the three cells immediately above.   

To do this, click on the cell containing the formula and point at the Fill Handle.   

When the pointer becomes a black cross (+), hold down the mouse and drag across the 

range to fill.  

 

Note: If the range you wish to fill is a vertical range (column), double click the fill handle to automatically fill the 

range. 
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Sorting Data 
If you just want to sort a column of data, select the data, and from the 

Home ribbon click Sort & Filter.  Click Sort A to Z or Sort Z to A:  

Before sorting A-Z sorting  Z-A sorting 

       

However, if the data you want to sort is part of a data table, you must select all the data 

including the headings.  Click Sort & Filter and Custom Sort. 

Choose the primary column that you want to sort, and then if necessary click Add Level to 

include second and third sorting criteria.  If you included the headings for your columns in 

your selection, Excel will have automatically listed them in the Sort by boxes, but if Excel 

has not identified them, you can specify if your data has a header row.  Click OK when the 

criteria have been set to sort the data table. 
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Using Filters 
Filters provide a quick and simple way to select data from a large table of 

data.   

To switch the filters on, select the data table (remember to click on the 

first cell of the table and then press CTRL * [from the number pad!]) and 

then choose Data ribbon, Sort & Filter and Filter.  Drop Down Arrows 

will appear on the right-hand edge of each column title.  

Click on the Arrow for the column that you want to use to filter the data, 

click Select All and select the entry that identifies the data you want to 

view and click OK.  Only the rows of data that contain that entry in the column will be 

shown. 

 

In the example, the Clinic column is being used to filter out only the Middlewich rows. 

Display All Data 

To revert back to displaying all the data, click on the Arrow for the column you have used to 

filter the data and choose Clear Filter from… or click Select All. 

Top Ten 

The Top Ten option can be used to filter numerical data to 

show all the rows that fall within the upper or lower limits 

entered by item or percentage.  Click the Arrow on the 

column, select Number Filters and Top Ten.  Simply 

adjust the settings as required and click OK.  
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Custom Filters 

Custom Filters can be used to enter two criteria for the current column and can be used 

with comparison operators.  Click the Arrow on the column, select Text Filters or Number 

Filters and Custom Filter.  Adjust as required and click OK. 

 

Filter Blanks 

The Blanks filter will display only the rows that contain a blank cell in the column.  

Note: This option is only available if the column you 

want to filter contains a blank cell. 

Click the arrow on the column, click Select All and 

click Blanks at the bottom of the list.  Click OK. 

Remove Filters 

To remove the filters, choose Sort & Filter from the Editing group on the Home ribbon and 

click Sort & Filter, Filter. 
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Printing 
To print your current model, simply click File, Print.  However you may end up with your 

model split over several pages.  Printing from Excel can be a frustrating process.  We know 

many users have printed a model only to discover that it all fits on the page, except the last 

column.  To help you avoid this and other tiresome printing problems we recommend the 

following: 

Hassle Free 1-2-3 Printing Rules 

First of all, check the Print Preview carefully to see what the printout will look like.  If there 

are problems try the following: 

1. If it won’t fit Portrait, change the orientation in Setup to Landscape. 

2. If it still won’t fit Landscape or it has to be Portrait, try changing the margins. 

3. If it still won’t fit to your required number of pages, try using the Fit To option. 

Preview Before You Print 
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Changing between Portrait and Landscape 

From within Print and Settings area click the Portrait Orientation and change it to 

Landscape Orientation, alternatively click the Page Setup link.  Click the Page tab if it is 

not already selected, and select Portrait or Landscape as required and click OK. 

Changing the Margins 

To change the Margins, click  in the 

bottom right corner of the Print Preview 

screen.  You can change the Top, 

Bottom, Left and Right margins.  

Alternatively, from within Print Preview 

click the Margins button, and choose 

from the pre-set margin sizes. 

 

Using Fit To 

The Fit To option can be used to decrease/increase the size of the print so that it fits to your 

required number of pages.  From within Print Preview click 

 

Fit To Options 

Fit sheet on one page will decrease the size of the 

rows and column in order to fit it onto one page 

Fit All Columns on One Page use this if you’re 

spreadsheet columns are going over onto a new page. 

Fit All Rows on One Page use this if rows are 

overlapping on to a new page 
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Alternatively click the Page Setup link on the left side of the screen to open the dialog box. 

 

From the open dialog box click the radio button next to Fit To. 

Leave the 1 in the first box (pages wide) 

Delete the 1 in the second box (pages tall), click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will notice from the print preview that the text will be a smaller font to fit everything on 

the page. 

 

 

In the example above, you could to resize the columns to reduce the size and this will 

increase the font size.  
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Centering the Printout  

To centre the Printout horizontally or vertically on the page, click Page Setup link from Print 

Preview.  Select the Margins Tab.  Tick either Horizontally, Vertically or both as required. 

 

Headers and Footers 

To add Headers and/or Footers to a print 

out, from within Print Preview click Page 

Setup link. Click the Header/Footer tab.  

Template Header/Footer 

To use one of the templates, click on 

either the Header or Footer dropdown 

box and select the template required.   

Custom Header/Footer 

To create your own header/footer, click 

the appropriate Custom Header or 

Custom Footer button.  

 

Click in one of the three boxes and type in any text required according to whether it is to 

appear on the left, centre or right of the header/footer area.   
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Click on the following symbols to add additional information if required: 

Symbol Use 

 

 

If you select the text you have typed and click this 

button you can access the standard Microsoft 

Font menu where you can change the font, size, 

add enhancements etc. 

 

 

Click to insert the current page number.  The code 

&[Page] will appear in the box, but when you print, 

the page number will appear. 

 

 

Click to insert the total number of pages.  The 

code &[Pages] will appear.  If you wanted to 

create the effect page 1 of 20 pages, you would 

enter Page &[Page] of &[Pages] in the 

header/footer box. 

 
Click to insert the current date. 

 
Click to insert the current time. 

 

Click to insert the current path to the location of 

the file and the file name.  The text &[Path]&[File] 

appears in the box. 

 
Click to insert the file name. &[File] appears in the 

box. 

 

Click to insert the current sheet name.  &[Tab] 

appears in the box. 

 

 

 

Click to insert a picture into the header/footer.  

Select the image to be inserted from your files and 

click OK.  The text &[Picture] will appear in the 

box. 

 

If you have inserted a picture into the 

header/footer, click this button to adjust the 

dimensions and appearance of the picture. 
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Repeating Headings 

If your data extends over two or 

more pages it is useful to have the 

column headings repeat at the top 

of each new page.  To do this, 

choose Page Layout ribbon and 

click Print Titles from the Page 

Setup group. 

Click in the field box, Rows to 

repeat at top.  Move your mouse 

pointer over the rows you want to 

select.  The pointer will change to 

an arrow, click to highlight a row or 

click and drag to select multiple 

rows.  Click OK. 

The row headings will now repeat 

on each page of your printout (but 

not on the worksheet!). 

 

Print Part of a Worksheet 

If you only want to print part of a worksheet, select the 

data and then choose File, Print.  Select the Print 

Selection option.   

Note:   you can also use the Print What area to print all 

the Active Sheets and the Entire workbook if required.  

You will need to set all the print Settings for each 

worksheet first. 

Print Gridlines 

Click the Page Layout tab and navigate to the Sheet Options group.  Tick the Print option 

under the Gridlines heading.  
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Charting 
To create a chart, first select the data you want to chart. Ideally the data will have suitable 

labels to it that will be used automatically to annotate your chart. 

Using Quick Chart 

Select the data to chart and press F11.  A new Chart sheet will be added to your workbook 

displaying a bar chart of the data selected.  To print this chart, click File and Print.  The 

page will already be set to Landscape for you and it will fit perfectly to one page. 

By selecting this data and pressing F11 the chart below was created automatically. 

 

 

 

 

 

 

Alternatively highlight the data, click the Insert tab and select a chart icon from the Charts 

group.  Hover over the charts to view the chart and click to insert. 
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Using the Chart Tools Ribbon 

The Chart Tools ribbon should be automatically displayed.  There are two tabs within the 

Chart Tools, Design and Format. 

Change the Chart Type 

To alter the type of chart click Change Chart Type to reveal other chart types.  

Select the required type and your chart will instantly change.  

Change the Series order 

Click Switch Row/Column as required to switch the items shown on the legend 

with the items on the x-axis. 

Display/Hide the Legend 

To display/hide the legend click Add Chart Element from the Design ribbon.  

Select Legend and None. 

 

Add the Data Table 

To add the data to the bottom of the chart, click Add Chart Element, Data Table 

and select With legend keys or No legend keys.  Hover over the options to view 

the change before clicking to apply.  To switch the data off, click the button again. 

Add a Title to the Chart 

Click the text box at the top of your chart .  The first click will allow you to move 

or resize the box.  Click again to activate the flashing cursor, delete the current text and 

type your own title.   

Amending your chart  

The Format tab will allow you to quickly change the style and colours of you chart by using 

pre-set styles. 
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Pie Chart Considerations 

When creating Pie charts, please remember that you can only plot one range of data.  For 

this example we are selecting data for January. 

 

 

 

 

You can hide the legend and place the 

(legend) labels around the pie chart instead.  click Add Chart Element from the Design 

ribbon.  Select Legend and None. 

 

 

Click Add Chart Element again, select Data Labels and 

More Data Label Options.  A Navigation Pane will be 

displayed on the right of the screen.   

Click the Label Options icon.  Tick the relevant Label 

Options and Label Position options and view the changes 

on the chart. 

Click the X in the top right corner of the Navigation Pane 

when finished. 
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The example below shows which Label Options were selected: 
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Notes 
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