The X (sum) and f, (function) buttons
allow the quick insertion of formulas.

Select the entire
spreadsheet by
clicking on this

square.

By using variable
names with eight
characters, data
can be analyzed
later using a
statistical
software
package.

One Excel
“workbook” can
contain multiple
“worksheets.”
Single-click on th
tab at the bottom

to move to another

worksheet, and

double-click on the

tab at the bottom
to rename a
worksheet.
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Make columns or rows wider or narrower by clicking once
on and dragging the border of the column or row.

Sometimes it’s nice to see all of the data in a cell. Use the
Format > Cell > Alignment > Wrap text option when you would
like to format a cell to show all the data rather than having the
data spill across the spreadsheet.
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The arrows on the column
headings indicate that
Autofilter is active (see
companion tip sheet on
using AutoFilter).

Split box allows
you to view column
or row headings
while scrolling to
other parts of your
spreadsheet. Click
on one of these
bars and drag the
line to the place
you'd like to
freeze.
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