
MS Excel – Handout 1

Select data or cells

	To select
	Do this

	Text in a cell
	If editing in a cell is turned on, select the cell, double-click in it, and then select the text in the cell. If editing in a cell is turned off, select the cell, and then select the text in the formula bar.

	A single cell
	Click the cell, or press the arrow keys to move to the cell.

	A range of cells
	Click the first cell of the range, and then drag to the last cell.

	A large range of cells
	Click the first cell in the range, and then hold down SHIFT and click the last cell in the range. You can scroll to make the last cell visible. 

	All cells on a worksheet
	Click the Select All button. 

	Nonadjacent cells or cell ranges
	Select the first cell or range of cells, and then hold down CTRL and select the other cells or ranges.

	An entire row or column
	Click the row or column heading. 

	Adjacent rows or columns
	Drag across the row or column headings. Or select the first row or column; then hold down SHIFT and select the last row or column.

	Nonadjacent rows or columns
	Select the first row or column, and then hold down CTRL and select the other rows or columns.

	More or fewer cells than the active selection
	Hold down SHIFT and click the last cell you want to include in the new selection. The rectangular range between the active cell and the cell you click becomes the new selection.

	Cancel a selection of cells
	Click any cell on the worksheet.


Enter data in worksheet cells

a) Enter numbers, text, a date, or a time

1. Click the cell where you want to enter data. 

2. Type the data and press ENTER or TAB. 

Numbers and text in a list 

1. Enter data in a cell in the first column, and then press TAB to move to the next cell. 

2. At the end of the row, press ENTER to move to the beginning of the next row. 

Dates   Use a slash or a hyphen to separate the parts of a date; for example, type 9/5/2002 or 5-Sep-2002. To enter today's date, press CTRL+; (semicolon). 

Times   To enter a time based on the 12-hour clock, type a space and then a or p after the time; for example, 9:00 p. Otherwise, Microsoft Excel enters the time as AM. To enter the current time, press CTRL+SHIFT+: (colon). 

b) Enter numbers with a fixed number of decimal places or trailing zeros
1. On the Tools menu, click Options, and then click the Edit tab. 

2. Select the Fixed decimal check box. 

3. In the Places box, enter a positive number of digits to the right of the decimal point or a negative number for digits to the left of the decimal point. 

For example, if you enter 3 in the Places box and then type 2834 in the cell, the value will be 2.834. If you enter -3 in the Places box and then type 283, the value will be 283000.

Data you entered before selecting the Fixed decimal option is not affected. 

To temporarily override the Fixed decimal option, type a decimal point when you enter the number. 

c) Enter the same data into several cells at once
1. Select the cells where you want to enter data. The cells do not have to be adjacent. 

2. Type the data and press CTRL+ENTER. 

d) Enter or edit the same data on multiple worksheets
When you select a group of sheets and then change data on one of them, the same changes are applied to all the selected sheets. Data may be replaced in the process.

1. Select the worksheets where you want to enter data. 

When you enter or change data, the changes affect all selected sheets. These changes may replace data on the active sheet and other selected sheets.

	To select
	Do this

	A single sheet
	Click the sheet tab. If you don't see the tab you want, click the tab scrolling buttons to display the tab, and then click the tab. 

	Two or more adjacent sheets
	Click the tab for the first sheet, and then hold down SHIFT and click the tab for the last sheet.

	Two or more nonadjacent sheets
	Click the tab for the first sheet, and then hold down CTRL and click the tabs for the other sheets.

	All sheets in a workbook
	Right-click a sheet tab, and then click Select All Sheets on the shortcut menu (shortcut menu: A menu that shows a list of commands relevant to a particular item. To display a shortcut menu, right-click an item or press SHIFT+F10)


Note   If sheet tabs have been color-coded, the sheet tab name will be underlined in a user-specified color when selected. If the sheet tab is displayed with a background color, the sheet has not been selected. 

e) Cancel a selection of multiple sheets
To cancel a selection of multiple sheets in a workbook, click any unselected sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then click Ungroup Sheets on the shortcut menu.

2. Select the cell or cell range where you want to enter data. 

3. Type or edit the data in the first selected cell. 

4. Press ENTER or TAB. 

Note   To cancel a selection of multiple sheets, click any unselected sheet. If no unselected sheet is visible, right-click the tab of a selected sheet, and then click Ungroup Sheets on the shortcut menu (shortcut menu: A menu that shows a list of commands relevant to a particular item. To display a shortcut menu, right-click an item or press SHIFT+F10.).

f) Automatically fill in repeated entries in a column
If the first few characters you type in a cell match an existing entry in that column, Microsoft Excel fills in the remaining characters for you. Excel completes only those entries that contain text or a combination of text and numbers; entries that contain only numbers, dates, or times are not completed. 

· To accept the proposed entry, press ENTER. The completed entry exactly matches the pattern of uppercase and lowercase letters of the existing entries. 

· To replace the automatically entered characters, continue typing. 

· To delete the automatically entered characters, press BACKSPACE. 

· To select from a list of entries already in the column, right-click the cell, and then click Pick from List on the shortcut menu (shortcut menu: A menu that shows a list of commands relevant to a particular item. To display a shortcut menu, right-click an item or press SHIFT+F10.). 

g) Fill in a series of numbers, dates, or other items
1. Select the first cell in the range you want to fill. 

2. Enter the starting value for the series. 

3. Enter a value in the next cell to establish a pattern. 

· If you want the series 2, 3, 4, 5..., enter 2 and 3 in the first two cells. If you want the series 2, 4, 6, 8..., enter 2 and 4. If you want the series 2, 2, 2, 2..., you can leave the second cell blank. 

· To specify the type of series, use the right mouse button to drag the fill handle over the range, and then click the appropriate command on the shortcut menu (shortcut menu: A menu that shows a list of commands relevant to a particular item. To display a shortcut menu, right-click an item or press SHIFT+F10.). For example, if the starting value is the date JAN-2002, click Fill Months for the series FEB-2002, MAR-2002, and so on; or click Fill Years for the series JAN-2003, JAN-2004, and so on. 

· To manually control how the series is created, or use the keyboard to fill in a series, use the Series command on the shortcut menu. 

4. Select the cell or cells that contain the starting values. 

5. Drag the fill handle over the range you want to fill. 

· To fill in increasing order, drag down or to the right. 

· To fill in decreasing order, drag up or to the left.  

· Enter the same data in other worksheets

If you've already entered data on one worksheet, you can quickly copy the data to corresponding cells on other sheets.

1. Select the sheet that contains the data and the sheets to which you want to copy the data. 

2. Select the cells that contain the data you want to copy. 

3. On the Edit menu, point to Fill, and then click Across Worksheets. 
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