Excel Tips & Tricks

Highlighting the whole worksheet

Click on the cell in the upper left corner of the spread sheet located between row 1 and column A
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: ferson City High School

Jane Doe 9 Simonsen .
Bob Smith 12 Jefferson City High School Click
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All the cells and columns will be highlighted light blue

| Al ar 3 | First Name
& A B c D
1 |First Mame Last Mame Grade School
2 (lohn Doe 12 Jefferson City High School
3 [ane Doe 9 Simonsen MNinth Grade Center
4 [Bob Smith 12 Jefferson City High School
5 [Fran Jones 10 Jefferson City High School
B [lenny Smith 11 Jefferson City High School
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Expanding all columns and rows at once

Highlight the whole spreadsheet using the steps above
| Al - (- fe | First Name
A B C D E F

1 |First MLast Mz Grade School

2 \lohn Doe 12 Jefferson City High School

3 |lane Doe 9 Simonsen Ninth Grade Center

4 (Bob Smith 12 lefferson City High School

5 |Fran Jones 10 lefferson City High School

B |[lenny Smith 11 lefferson City High School
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To expand the columns move your courser between any of the columns until it turns to the cross hair.
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John Doe efferson City High School
Jane Doe nsen Ninth Grade Center
Bob Smith City High School
Fran lones 10 Jefferson City High School
Jenny Smith 11 Jefferson City High School




e Double click once you receive the cross hair courser.

| AL T Q fr| First Name

| 4] el lc D E F
First I Last Iesha J8STITOON Double
lohn Doe 12 Jefferson City High School Click
Jane Doe 9 Simonsen Ninth Grade Center
Bob Smith 12 Jefferson City High S5chool
Fran Jones 10 Jefferson City High School
lenny Smith 11 Jefferson City High School
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| Columns are now expanded

A B C D
First Name Last Name Grade School
John Doe 12 Jefferson City High School
lane Doe 9 Simonsen Ninth Grade Center
Bob Smith 12 Jefferson City High School
Fran Jones 10 Jefferson City High School
Jenny Smith 11 Jefferson City High School
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Format Painter
e C(Click on the formatted cell

A B - D
1_First Name last Name Grade School
2| [John II: oe 12 lefferson City High School
3 Tane = 9 Simonsen Ninth Grade Center
4 |Fran 10 lefferson City High School
5 Bob 12 Jefferson City High School
6 [lenny 11 Jefferson City High School
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e Click on the Format Painter Button ( - Format Fainter ) the Home Menu.
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First Nameast Name Grade School

1

2 \John iDoe 12 Jefferson City High School

3 |Jane Doe 9 Simonsen Minth Grade Center
4 |Fran Jones 10 Jefferson City High School

5 |Bob Smith 12 Jefferson City High School

6 [lenny Smith 11 Jefferson City High School
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e When the format painter has been selected the cell will show a dotted line around it and your courser

will display a paint brush beside it. ( ey )
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1 First Name Last Name Grade School
1 r|‘| F E - -
2 tfohn iDoe oy 12 Jefferson City High School
3 |Jane Doe 9 Simonsen Minth Grade Center
4 |Fran Jones 10 Jefferson City High School
5 |Bob Smith 12 Jefferson City High School
6 |Jenny Smith 11 Jefferson City High School
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e Select the cells you want to form using your courser.
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1R X 3C - Je | Doe
A B C D E
1 |First Name Last Name Grade School
2 53’9_"1_'1_ ______ 1Doe 12 Jefferson City High School dé
3 |Jane Doe 9 Simonsen Minth Grade Center
4 |Fran Jones 10 Jefferson City High School
5 |Bob Smith 12 Jefferson City High School
6 |Jenny Smith 11 Jefferson City High School
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e This will copy the format of the cell/cells you originally select and paste it to the cell/cells you choose
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School
2 John Doe 12 Jefferson City High School
3 |Jane Doe 9 Simonsen Minth Grade Center
4 |Fran Jones 10 Jefferson City High Schoal
5 |Bob Smith 12 Jefferson City High Schoaol
6 |lenny smith 11 Jefferson City High Schoaol
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Auto Fill
e Select the cell with the information you want to fill
A B C D E

1 First Name Last Name Grade School Current School Year
2 [John Doe 12 Jefferson City High School |11-12 |
3 |lane Doe 9 Simonsen Ninth Grade Center
4 |Fran Jones 10 Jefferson City High School
5 |Boh Smith 12 Jefferson City High School
6 |lenny Smith 11 Jefferson City High School
7



e Inthe bottom right corner of the selected cell is a black box, hover your mouse over that black box until
your courser turns to cross hairs. "+
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e Double Click when you receive the cross hairs and the cells below will populate

A B C D E F
1 |First Name Last Name Grade School Current School Year
2 [John Doe 12 Jefferson City High School |i1-12 A,
3 |lane Doe 9 Simonsen Ninth Grade Center 11-13 }
4 |Fran Jones 10 Jefferson City High School 11-14
5 |Bob Smith 12 Jefferson City High School 11-15
6 |Jlenny Smith 11 Jefferson City High School 11-16
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o [f the cells don’t fill correctly you have several different fill options to choose from after you fill your

cells. Click on the =5 symbol at the bottom right corner of your selected cells.

A B e D E F G H
1 First Name Last Name Grade School Current School Year
2 | John Doe 12 lefferson City High School |i1-12
3 |Jane Doe 3 Simonsen Ninth Grade Center 11-13
4 |Fran Jaones 10 Jefferson City High School 11-14
5 |Bob Smith 12 Jefferson City High School 11-15
6 [lenny Smith 11 Jefferson City High School 11-16
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1 ' Fill Formatting Only
12 ' Fill Without Formatting
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o Copy Cells will fill the cells with a copy of the data in the selected cells

A B & D i E F I G i H
1 First Name Last Name Grade School Current S5chool Year
2 John Doe 12 Jefferson City High School | J11-12
7 iy g All Cells are the
3 Jane Doe 9 Simonsen Ninth Grade Center 11-12 same
4 |Fran Jones 10 Jefferson City High Schoal 11-12
5 |Bob Smith 12 Jefferson City High Schoal 11-12
6 Jenny Smith 11 Jefferson City High School 11-12
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1 ) Fill Formatting Only
12 O Fill Withgut Formatting
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o Fill Series will fill the cells in a series (cells that contain numeric values)

A B C D E F G H
1 First Name Last Name Grade School Current School Year
2 |John Doe 12 Jefferson City High School |11-12
3 Jane Doe 9 Simonsen Ninth Grade Center 11-13
4 |Fran Jones 10 Jefferson City High School 11-14
5 |Bob Smith 12 Jefferson City High School 11-15
6 |Jenny Smith 11 Jefferson City High School 11-16
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o O Fill Formatting Only
12 C  Fill Withgut Formatting
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Sort

o Fill Formatting Only will copy the formatting and paste it to the cells that have been filled

A B C D E F
1 |First Name Last Name Gradd Schoo urrent school Year
2 |John Doe 14V efferson City High School Ji1-12

3 |lane Doe Simonsen Ninth Grade Centdii-13

4 |Eran Jones 1pl/efferson City High School [11-14

5 |Bob Ssmith 1ipl/efferson City High School |i1-15

6 |lenny Smith 1l efferson City High School |11-15
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11 ) Fill Without Formatting
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o Fill Without Formatting copies the contents of the cell selected but does not copy the formatting

A B C D E F
1 |First Name Last Name Grad Current School Year
2 |John Doe 11 Vefferson City High School i1-12
3 |lane Doe lefferson City High Schoaol 11-13
4 |Fran Jones Jefferson City High School 11-14
5 |Bob Smith Jefferson City High School 11-15
6 |Jenny Smith Jefferson City High School 11-16
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Highlight the whole worksheet using the steps above

| 4 A B C D

1 |First Name Last Name Grade School

2 [John Doe 12 Jefferson City High School

3 [Jane Doe 9 Simonsen Minth Grade Center

4 |Bob Smith 12 Jefferson City High School

5 ||Fran Jones 10 Jefferson City High School

6 [lenny Smith 11 Jefferson City High School
Under the Home Menu click on Find & Sort > Custom Sort
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5 |Fran Jones 10 Jefferson City High School
6 [lenny Smith 11 Jefferson City High School
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Choose which column you would like to sort your data by
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2 [lohn Doe 12 Jefferson City High School
3 |ane Doe 9 Simonsen Ninth Grade Center ) Add Level “ X Delete Level “ 53 Copy Level ” || & [ Options... ] My data has headers
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e Choose what option you would like to sort your data on
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e Choose what Order you want to sort your data in
[ a2 - | John
A B G D E
1 FirstName Last Name Grade School
2 [lohn Doe 12 Jefferson City High School
3 [Jane Doe 9 Simansen Ninth Grade Center %) Add Level ” X Delete Level “ (53 Copy Level ]| & (& [ Options... ] My data has headers
4 [Bob Smith 12 Jefferson City High School
5 |Fran Jones 10 Jefferson City High School ;j::n ?Urt £ ok
6 [lenny Smith 11 Jefferson City High School 4 |I“iswIamE v| |m'UES v| :é:j (bt
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e Click Ok
m A B C D
1 |First Name Last Mame Grade School
2 |lohn Doe 12 lefferson City High School
3 |lane Doe 9 Simonsen Ninth Grade Center
4 Fran Jones 10 Jefferson City High School
5 |Bob Smith 12 Jefferson City High School
B |lenny Smith 11 Jefferson City High School
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Auto Filter

Under the Home menu click on Sort & Filter > Filter
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To filter your data by a certain value click on the drop down arrow B next to the column you want to

filter
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[ OK ][ Cancel ]

Select the value/values you would like to filter by unselecting the box then click OK
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This filter will only display the records who have a grade of 9 or 12

A B c D E
1 |First Nar:{ = | Last Nar‘El Gra School E
2 [John I!Doe 12 Jefferson City High School
3 Jane Doe 9 Simonsen Ninth Grade Center
5 Bob Smith 12 Jefferson City High School
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To remove the filters click on Sort & Filter > Clear
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