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In 1990, Microsoft Excel

sold more than Lotus 1-2-3



CSV is a small 

file that can 

be opened 

using Notepad
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Quick Access

Worksheet Tab Status Bar

Formula BarName Box

Ribbon Tabs

Ribbon Group

ROWS

C
O

LU
M

N

Cell
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Ctrl Shift

Arrow 

Keys

Select 1 cell Select 

multiple cells 

Move one cell up, 

down, left, or right in 

a worksheet
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Ctrl

+ C

V

Y

Z

X

+

+

PASTE/Inserts the contents of the Clipboard at 

the insertion point and replaces any selection. 

Available only after you have CUT or COPIED an 

object, text, or cell contents.

COPY the selected cells.

CUT the selected cells.

+
+

UNDO command to reverse the last command 

or to delete the last entry that you typed.

REDO command to reverse the last command or 

to delete the last entry that you typed.
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+

H

PgUp

O

N

+
+

+
+

OPEN Excel file.

Ctrl

F
Displays the FIND and Replace dialog box, with 

the FIND tab selected. 

= SHIFT+F5 also displays this tab

Displays the Find and REPLACE dialog box, with 

the Replace tab selected. 

Creates a NEW, blank workbook.

PgDn+

Switches between worksheet tabs, from LEFT to 

RIGHT

Switches between worksheet tabs, from RIGHT to 

LEFT.
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→
+

←

↑

↓

CTRL+ARROW key moves to the edge of the current data region.

- data region: A range of cells that contains data and that is bounded by 

empty cells or datasheet borders.) in a worksheet.

SHIFT+ARROW KEY extends the selection of cells by one cell.

CTRL+SHIFT+ARROW KEY extends the selection of cells to the last nonblank 

cell in the same column or row as the active cell, or if the next cell is blank, 

extends the selection to the next nonblank cell.

Ctrl

Shift
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+
Ctrl

Shift

Home

Moves to the beginning of a row in a worksheet.

CTRL+HOME moves to the beginning of a worksheet.

CTRL+SHIFT+HOME extends the selection of cells to the beginning of 

the worksheet.
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+
Ctrl

Shift End

CTRL+END moves to the last cell on a worksheet, to the lowest used row 

of the rightmost used column. If the cursor is in the formula bar, 

CTRL+END moves the cursor to the end of the text.

CTRL+SHIFT+END extends the selection of cells to the last used cell on 

the worksheet (lower-right corner). 
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+
Ctrl

Shift
Spacebar

CTRL+SPACEBAR selects an entire COLUMN in a worksheet.

SHIFT+SPACEBAR selects an entire ROW in a worksheet.

CTRL+SHIFT+SPACEBAR selects the ENTIRE worksheet. 



CTRL+PgUp Switches between worksheet tabs, from left-to-right.

CTRL+PgDn Switches between worksheet tabs, from right-to-left.

CTRL+C Copies the selected cells. 

CTRL+V 

Inserts the contents of the Clipboard at the insertion 

point and replaces any selection. Available only after 

you have cut or copied an object, text, or cell 

contents.

CTRL+F

Displays the Find and Replace dialog box, with the 

Find tab selected. 

SHIFT+F5 also displays this tab, while SHIFT+F4 repeats 

the last Find action.

CTRL+SHIFT+F opens the Format Cells dialog box with 

the Font tab selected.

CTRL+H 
Displays the Find and Replace dialog box, with the 

Replace tab selected.

CTRL+N Creates a new, blank workbook.
29
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ARROW KEYS

Move one cell up, down, left, or right in a worksheet. 

CTRL+ARROW KEY moves to the edge of the current 

data region (data region: A range of cells that 

contains data and that is bounded by empty cells or 

datasheet borders.) in a worksheet.

SHIFT+ARROW KEY extends the selection of cells by 

one cell.

CTRL+SHIFT+ARROW KEY extends the selection of cells 

to the last nonblank cell in the same column or row as 

the active cell, or if the next cell is blank, extends the 

selection to the next nonblank cell.

HOME

Moves to the beginning of a row in a worksheet.

CTRL+HOME moves to the beginning of a worksheet.

CTRL+SHIFT+HOME extends the selection of cells to the 

beginning of the worksheet.

END

CTRL+END moves to the last cell on a worksheet, to 

the lowest used row of the rightmost used column. If 

the cursor is in the formula bar, CTRL+END moves the 

cursor to the end of the text.

CTRL+SHIFT+END extends the selection of cells to the 

last used cell on the worksheet (lower-right corner). 
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SPACEBAR

CTRL+SPACEBAR selects an entire column in a 

worksheet.

SHIFT+SPACEBAR selects an entire row in a worksheet.

CTRL+SHIFT+SPACEBAR selects the entire worksheet. 

CTRL+A Selects the entire worksheet. 

CTRL+Z
Uses the Undo command to reverse the last 

command or to delete the last entry that you typed.
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+Ctrl C

• ALL

• FORMULAS

• VALUES

• FORMATS

• COMMENTS
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• ALL

• to paste all the stuff in the cell selection 

(formulas, formatting, you name it). This is what 

happens when you paste normally.

• VALUES

• to paste all the text, numbers, and formulas in 

the current cell selection without their 

formatting
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• FORMATS

• to paste only the formatting from the current 

cell selection, without the cell entries.

• COMMENTS

• to paste only the notes that you attach to their 

cells (kinda like electronic self-stick notes)
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• TRANPOSE
• Select this check box when you want Excel to change the 

ORIENTATION of the pasted entries. For example, if the original 

cells' entries run down the rows of a single column of the 

worksheet, the transposed pasted entries will run across the 

columns of a single row.
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• SKIP BLANK
• Select this check box when you want Excel to paste only from 

the cells that aren't empty.
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+Ctrl H
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BASIC FORMULA
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BASIC FORMULA
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• SYNTAX
• =UPPER  : Converts a text string to ALL uppercase letters

• =LOWER(A1) : Converts a text string to ALL lowercase letters

• =PROPER(A1) : First letter in each word is in UPPERCASE
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• SYNTAX
• =concat (A1) : join several text strings into one string

• =concatenate(A1)
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• SYNTAX
• =datedif (A1,Date)

• Returns the time between two dates, measured in your 

choice of completed years, completed months, or days. 

This function is handy for calculating a person's age. Put 

the person's birth date in cell A1 and write this formula in 

cell B1 to calculate the age in years: 

=DATEDIF(I2,"13/02/2020","Y")
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CONDITIONAL FORMATTING
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CUSTOMIZE WORKSHEET

57

• OPERATIONS
• Insert

• Delete

• Rename

• Move/Copy

• View Code

• Protect Sheet

• Tab Color

• Hide/Unhide



CUSTOMIZE WORKSHEET
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SORTING
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FILTER
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TEXT TO COLUMN
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GRAPH AND CHART
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SAVING & PRINTING
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• SAVE
• By default .xlsx/.xls

• Save to local-drive (My Documents)

• Save to thumb-drive/external HDD

• Save to cloud(Google Drive/DropBox)

• Print
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SAVING CLOUD

66

• GOOGLE DRIVE
• Using Gmail account

• Open Gmail

• Go to Drive


