Microsoft Excel Tips
· Cells contain text, numbers, or formulas

· Excel aligns text on the left side of cells and numbers on the right side of cells

· Press TAB to move one cell to the right

· Press ENTER to move down one cell

· Formulas begin with an “=” (Try to use formulas as often as possible)

· Formula examples: “=B2+B4”, “=B2-B4”, “=B2*B4”, “=B2/B4”, “=sum()”, “=average()”

· Auto Fill – enter data in a series and extend the series to complete

· Auto Complete – if the first few letters typed in a cell match a previous entry in the column, Excel will fill in the remaining characters (works for text or text with numbers)
· Edit Data – to make changes to a cell, double-click the cell to add data in it or click in the cell, edit the data in the formula bar

· Cell reference can be made permanent by manually inserting $ or by using the “F4” key

· Insert columns by right-clicking the column to the right of where the new column should be inserted and choose insert

· Insert rows by right-clicking the row below where the new row should be inserted and choose insert

· Format a cell by right-clicking the cell and choosing format cells, or make the selections from the toolbar

· Use the insert toolbar to create a chart

· May see inputs (values you don’t change) in blue and formulas (you calculate in black)
