Common Commands in Microsoft Excel 2007
	Absolute Cell Reference
	Used to keep a cell reference in a formula from changing when copying it to other cells. Add a $ to the Column reference (Ex. E10/$E$26)

	Adjust column width 
	Place cursor in column to adjust.  Click Format (Home Ribbon, Cells Group) Column Width.  Type in desired value (8.43 is the default column width).  

	Align contents of cell
	Position cursor in cell.  Select Home Ribbon and locate the Alignment Group. To vertically align the text within the cell click top, middle or bottom align.  To horizontally center the text within the cell click left, center, or right align. 

	Auto adjust column width to fit contents
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Place cursor on right border of column heading.  Cursor becomes          Double click to adjust to longest entry, or drag to desired width.

	AutoSum
	[image: image3.png]B9 -c-_7)* Bookl [Compatibility Mode] - Microsoft Excel e

Home | et | pagetoyout  rormuns ) L @- 5 x

= =
iz | ed] B8 » | [ Il Q
Puotlable Table | P Clp Shopes Smarart | Column Lne  Fie  Sar s Safir Other | Mperink | Tet  Heoder Wordht Signsture Object Symbol
B o E = i+ Soe afooter - Lne-
Tables lusrations Chars 5] tinks Tt
K7 - £ 8
T R R N R A B ; Bl . L w v o N
2 123 124
200.00%

1]
2]
3]
a4l
£
6
o
9
10|
B
12|
13|
14|
15|
15
17|
18]
13|
20|
2|
2|
2|
24|
25|
26]

Bstat| 3 E@ IV 6 F D=

£ Student Handouts | 5] common Commands n M. [ (= Microsoft Excel - Boo. «@ z05mm




Click in cell to contain sum.  Click on       button (Home Ribbon and Editing Group).  Check to see if range is correct.  Adjust range if necessary by highlighting cells.  Hit Enter.

	Comma Format
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Click on         button (Home Ribbon, Number Group)  By default, will give you two decimal places.  

	Copy formulas
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Click cursor in cell with formula to copy.  Move cursor to lower, right border of cell until a         appears.  Click mouse, and drag cursor over range you wish to copy formula to.

	Currency format
	
Click on       button (Home Ribbon, Number Group) OR  Launch the Number tab of the Format Cells dialog box, Number tab, Currency category.  

	Date format
	Select cell that contains the date. Launch the Number tab of the Format Cells dialog box, Number tab.  Choose date category and select the desired format from the Type options.

	Decimal places
	Click on increase decimal button        or decrease decimal button         (Home Ribbon, Number Group) 

	Delete column
	Select the column to delete.  Home Ribbon, Cells Group.   Click                         

	Delete row
	Select row to delete. Home Ribbon, Cells Group.    Click                         

	Edit data in a cell
	Hit F2 key or click in formula/entry bar.

	Footer
	
Insert Ribbon, Text Group.  Click on        button. Click Go to Footer. Fill in 3 sections with Name (Left), Filename (Center), Period (Right). Hit escape on the keyboard and change back to Normal view (View Ribbon, Workbook Views Group)

	Formulas
	Always start formula with = sign.  Use cell references and math operators (+,-, *, /) to create formula.

	Insert column
	Select column to right of where to wish to insert column.  Click 
Column will be inserted to left of your cursor.

	Insert row
	Select row below where you wish to insert row.  Click 

Row will be inserted above your cursor.

	Landscape printing
	Page Layout Ribbon, Page Setup Group, Orientation button, choose Landscape 

	Navigate to cell A1
	Ctrl + Home keys

	Percent format
	
Click on          button. OR  Launch the Number tab of the Format Cells dialog box, Number tab, Percentage.  

	Print selected range
	Select area of worksheet you want to print.  Page Layout Ribbon, Page Setup Group, Print Area button, Set Print Area


