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1. How to Merge and Center
a. Click in the cell where you entered the text 
b. Click and drag to the last cell you want to be included
c. Click the Merge & Center button on the Home Tab in the Alignment Group
2. How to resize a column 
a. Go to the column bar and double click inbetween the column you need to expand and the column on its right
b. Or you can click and drag the column to however large/small you want it
3. How to delete entire row 
a. Go to the row headers (far left of the workbook) or the column headers (beneath the ribbon) on the workbook and click on the row/column label you want to delete 
b. Click on the Delete button on the Home tab in the Cells group
4. How to filter data
a. Highlight the data you want to filter
b. Click on the Sort & Filter button on the Home tab in the Editing group
c. Select Filter
d. Click on the arrow in the upper right hand corner of the column you want to filter
e. Put a check next to the box of the category you want to filter, and select Ok at the bottom.
5. How to sort data
a. Highlight the data you want to sort 
b. Click on Sort & Filter on the Home tab in the Editing Group
c. Click Sort A to Z, Sort Z to A, or create a custom sort
d. If you choose custom sort, select how you want to sort the data by clicking on the arrow next to “Sort by”
e. Select Ok

6. How to change page orientation
a. Click Orientation on the Page Layout tab in the Page Setup group 
b. Select the orientation you want 
7. How to change numbers to currency $
a. Highlight numbers you want to be displayed with dollar sign 
b. In the Home tab in the Number group click the $
8. How to use autosum
a. Click in the cell at the end of the list of numbers you want to add up 
b. In the Home tab in the Editing group click AutoSum
c. Hit Enter on the keyboard
9. Tips for calculating formulas
a. First click on the cell you want the formula to be entered 
b. Always type = first! 
c. After the =, either click on the cell with the number in it, or type in the cell name 
d. Next, type in the symbol
i. * is for multiplying
ii. / is for division
iii. + is for addition 
iv. – is for subtraction 
e. After the symbol, type in the next cell name or click on the cell with the number
f. Last step is to hit Enter on the keyboard!
10. How to remove hyperlinks
a. Right-click over the cell with the hyperlink – do not left-click! 
b. At the bottom of the menu, select “Remove hyperlink”
11. How to use autofill
a. First type at least 2 of the pattern into separate cells-so, for example, Monday and Tuesday. Highlight the cells with the data.
b. In the bottom right corner, click and drag the square in the direction you want to autofill.
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