FREQUENTLY ASKED QUESTIONS FOR MICROSOFT EXCEL
How do I insert a new worksheet / row / column?
On the INSERT menu, choose WORKSHEET / ROW / COLUMN.
How do I select a cell?
A single cell: Click the cell, or press the arrow keys to move to the cell.

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

All cells on a worksheet: To select the entire worksheet, you can also press CTRL+A.

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

How do I freeze a column or row?

To freeze (or lock) both rows and columns, select the cell below and to the right of where you want the split to appear. On the WINDOWS menu, click FREEZE PANES. To unlock rows, click UNFREEZE PANES on the WINDOWS menu.
How can I view more than one workbook on a page?
First, open the workbooks you want to view. On the WINDOW mean, click ARRANGE. Then choose the option you want.
How do I sort data?
Highlight the information you would like to sort. Under the DATA menu, choose SORT. Choose your options and click OK.
How do I add or remove borders on a worksheet?

On a worksheet, select the cell or range of cells that you want to add a border to, change the border style on, or remove a border from. To apply a new or different border style, click the arrow next to BORDERS 
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on the FORMATTING toolbar, and then choose a border style from the palette. To remove cell borders, click the arrow next to BORDERS on the FORMATTING toolbar, and then click NO BORDER [image: image2.png]


on the palette.

How do I fit my table on one page?
Click on the worksheet you would like to print. On the FILE menu, click PAGE SET UP, and then the PAGE tab. Under Scaling, click Fit to. Do one of the following: (1) Print a worksheet to fit a paper width, or (2) Print a worksheet on a specified number of pages. 
How do I add headers or footers for printing?
Click the worksheet. On the VIEW menu, click HEADER AND FOOTER. In the HEADER or FOOTER box, click the header or footer you want.

Additional Resources
“Microsoft Training,” http://office.microsoft.com/en-us/training/default.aspx.[image: image3][image: image4][image: image5][image: image6][image: image7][image: image8]
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