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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this

particular technology or software application. It is

also for readers who want to expand their

knowledge.

The Conventions in This Book

 Steps

This book uses a step-by-step format to guide you

easily through each task. Numbered steps are

actions you must do; bulleted steps clarify a point,

step, or optional feature; and indented steps give

you the result.

 Notes

Notes give additional information — special

conditions that may occur during an operation, a

situation that you want to avoid, or a cross

reference to a related area of the book.

 Icons and Buttons



Icons and buttons show you exactly what you need

to click to perform a step.

 Tips

Tips offer additional information, including

warnings and shortcuts.

 Bold

Bold type shows command names, options, and

text or numbers you must type.

 Italics

Italic type introduces and defines a new term.
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CHAPTER 1

Working with Ranges

In Excel, a range is a collection of two or more cells that you

work with as a group rather than separately. This enables

you to fill the range with values, move or copy the range,

sort the range data, and insert and delete ranges. You learn

these and other range techniques in this chapter.

Select a Range

Fill a Range with the Same Data

Fill a Range with a Series of Values

Flash Fill a Range



Move or Copy a Range

Insert a Row or Column

Insert a Cell or Range

Delete Data from a Range

Delete a Range

Hide a Row or Column

Freeze Rows or Columns

Merge Two or More Cells

Transpose Rows and Columns

Select and Enter Data Using Touch Gestures



Select a Range

To work with a range in Excel, you must first select the cells

that you want to include in the range. After you select the

range, you can fill it with data, move it to another part of

the worksheet, format the cells, and perform the other

range-related tasks that you learn about in this chapter.

You can select a range as a rectangular group of cells, as a

collection of individual cells, or as an entire row or column.

Select a Range

Select a Rectangular Range

 Position the mouse ( ) over the first cell you want to

include in the range.

 Click and drag the  over the cells that you want to

include in the range.

 Excel selects the cells.



 Release the mouse button.

Select a Range of Individual Cells

 Click in the first cell that you want to include in the

range.

 Hold down  and click in each of the other cells that you

want to include in the range.

 Each time you click in a cell, Excel adds it to the range.

 Release .



Select an Entire Row

 Position the mouse ( ) over the header of the row you

want to select (  changes to ).

 Click the row header.

 Excel selects the entire row.

To select multiple rows, click and drag across the row

headers or hold down  and click each row header.



Select an Entire Column

 Position the mouse ( ) over the header of the column

you want to select (  changes to ).

 Click the column header.

 Excel selects the entire column.

To select multiple columns, click and drag across the

column headers, or hold down  and click each column

header.

TIPS

Are there keyboard techniques I can use to

select a range?

Yes. To select a rectangular range, navigate to the first cell

that you want to include in the range, hold down , and

then press  or  to extend the selection. To select an



entire row, navigate to any cell in the row and press +

. To select an entire column, navigate to any cell in

the column and then press + .

Is there an easy way to select every cell in the

worksheet?

Yes. There are two methods you can use. Either press +

, or click the Select All button ( ) in the upper-left corner

of the worksheet ( ).



Fill a Range with the Same Data

If you need to fill a range with the same data, you can save

time by getting Excel to fill the range for you. The AutoFill

feature makes it easy to fill a vertical or horizontal range

with the same value, but you can also fill any selected

range. This method is much faster than manually entering

the same data in each cell.

See the previous section, “Select a Range,” to learn how to

select a range of cells.

Fill a Range with the Same Data

Fill a Vertical or Horizontal Range

 In the first cell of the range you want to work with, enter

the data you want to fill.

 Position the mouse ( ) over the bottom-right corner of

the cell (  changes to ).

 Click and drag  down to fill a vertical range or across to

fill a horizontal range.



 Release the mouse button.

 Excel fills the range with the initial cell value.

Fill a Selected Range

 Select the range you want to fill.

 Type the text, number, or other data.



 Press + .

 Excel fills the range with the value you typed.

TIP

How do I fill a vertical or horizontal range

without also copying the formatting of the

original cell?



Follow these steps:

 Perform steps 1 to 4 to fill the data.

 Excel displays the AutoFill Options smart tag ( ).

 Click the AutoFill Options .

 Click Fill Without Formatting.

Excel removes the original cell’s formatting from the

copied cells.


