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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.

9 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.

9 Icons and Buttons



Icons and buttons show you exactly what you need
to click to perform a step.

(4] Tips

Tips offer additional information, including
warnings and shortcuts.

O Bold

Bold type shows command names, options, and
text or numbers you must type.

o Italics

Italic type introduces and defines a new term.
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CHAPTER 1
Working with Ranges
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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

A B C D F G H
1
2 Mtle Year Director
3 Alien 1979 Ridley Scott
4 An Angel from Texas 1940 Ray Enright
5 Big 1988 Penny Marshall
6 The Big Sleep 1946 Howard Hawks
T Blade Runner 982 Ridley Scott
8 A Christmas Carol 15 1 Brian Hurst ‘o
9 Christmas In July
10 A Clockwork Orange
11 Die Hard
12 0ld Ironsides
13 An Old Spanish Custom
14 A Perfect World
15 Perfectly Normal
16 The Shining
17 The Terminator

18
19
20

Select a Rectangular Range

0 Position the mouse (g1) over the first cell you want to
include in the range.

9 Click and drag the ¢ over the cells that you want to
include in the range.

@ Excel selects the cells.



9 Release the mouse button.

A B C D H
1
2 Title Year Director
3 o-nllen 1979  Ridley Scott
4 An Angel from Texas 1940 Ray Enright
- Big 1988 Penny Marshall
] The Big Sleep 1946 Howard Hawks
7| ade Runner 982  Ridley Scott

A Christmas Carol 1951  Brian Hurst

9 Christmas In July 1940 Preston Sturges
10 A Clockwork Orange 1971  Stanley Kubrick
11 I &‘D‘E Hard -01991 John McTiernan
12 Old Ironsides 1926  James Cruze
13 An Old Spanish Custom 1936  Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990 Ywves Simoneau
16 The Shining 1980  Stanley Kubrick
17| &'!T he Terminator ¢ 984 James Cameron
18
19
20

Select a Range of Individual Cells

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

range.

9 Hold down &1 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.

9 Release .




? A B = ] F [ H ]
&:—rl_ Title Year Director h

3 Alien 1979  Ridley Scott

4 An Angel from Texas 1940 Ray Enright

5 Big 1988 Penny Marshall

i The Big 5leep 1946 Howard Hawks

7 Blade Runner 1982 Ridley Scott

B A Christmas Carol 1951  Brian Hurst

9 Christmas In July 1940  Preston Sturges

10 A Clockwork Orange 1971  Stanley Kubrick

1 Die Hard 1991 John McTiernan

12 Old Ironsides 1926 James Cruze

13 An Old Spanish Custom 1936  Adrian Brunel

14 A Perfect World 1993 Clint Eastwood

15 Perfectly Normal 1990 Yves Simoneau

16 The Shining 1980  Stanley Kubrick

17 The Terminator 1984  James Cameron

18

19

20

Select an Entire Row

0 Position the mouse (g») over the header of the row you
want to select (& changes to =).

9 Click the row header.
@ Excel selects the entire row.

To select multiple rows, click and drag across the row
headers or hold down @3 and click each row header.



& e C D F G H |

1
2 Title Year Director

3 Alien | 1979  Ridley Scott

4 An Angel from Texas 1940  Ray Enright

5 Big | 1988 Penny Marshall
& The Big Sleep 1946 Howard Hawks
7 Blade Runner 1982 Ridley Scott

8 A Christmas Carol 1951  Brian Hurst

9 Christmas In July 1940  Preston Sturges
10 A Clockwork Orange | 1971  Stanley Kubrick
11 Die Hard 1991 John McTiernan
12 Old Ironsides 1926 James Cruze

13 An Old Spanish Custom | 1936  Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990  Ywves Simoneau
16 The Shining | 1980 Stanley Kubrick
17 The Terminator 1984  James Cameron
1

r

21

Select an Entire Column

0 Position the mouse (g») over the header of the column
you want to select (¢h changes to ¥).

9 Click the column header.

(D) 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 | 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 &1, and
then press @ or [ to extend the selection. To select an




entire row, navigate to any cell in the row and press 1+
270, To select an entire column, navigate to any cell in
the column and then press o+,

Is there an easy way to select every cell in the
worksheet?

O — e
1
2 Title
3| Alien
4 An Angel from Texas

Yes. There are two methods you can use. Either press 0+
m, 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 AutofFill
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

A B [

1 Category Mame Product Mame Quantity Per Unit Image
Beverages 10 boxes x 20 bags

3 Cha 24 - 12 oz bottles

4 Chartreuse verte 750 cc per bottle

5 Cote de Blaye 12 - 75 cl bottles

& Ipoh Coffee 16 - 500 g tins

7 Lakkalikoori 500 mil

8 Laughing Lumberjack Lager 24 - 12 oz bottles

9 Outback Lager 24 - 355 ml bottles

10 Rhinbrau Klosterbier 24 - 0.5 | bottles

11 Sasquatch Ale 24 - 12 oz bottles

12 Steeleye Stout 24 - 12 oz bottles

13 ﬁniseed Syrup 12 - 550 ml bottles

14 {Beverages ton's Cajun Seasoning A8 -6 o2 jars

15 Genen Shouyu 24 - 250 ml bottles

Fill a Vertical or Horizontal Range

0 In the first cell of the range you want to work with, enter
the data you want to fill.

9 Position the mouse (g1) over the bottom-right corner of
the cell (&» changes to +).

9 Click and drag + down to fill a vertical range or across to
fill a horizontal range.



A | B C
1 Category Name Product Name Quantity Per Unit  Image
2 |Beverages Chai 10 boxes x 20 bags
3 Chang 24 - 12 oz bottles
4 Chartreuse verte 750 cc per bottle
5 Cote de Blaye 12 - 75 cl bottles
[ Ipoh Coffee '16- 500 g tins
7 Lakkalik&ori 500 ml
8 Laughing Lumberjack Lager 24-12 oz bottles
E] Outback Lager 24 - 355 ml bottles
10 Rhénbrau Klosterbier '24-0.5] bottles .
11 Sasquatch Ale '24-12 oz bottles
12 Steeleye Stout 24 - 12 oz bottles
13 Aniseed Syrup 112 - 550 ml bottles
14 . =.lef Anton's Cajun Seasoning 48 -6 07 jars
15 Genen Shouyu 24 - 250 ml bottles

G Release the mouse button.

O Excel fills the range with the initial cell value.

A | B

| s D e S E

TR |

Test Data:

Fill a Selected Range

0 Select the range you want to fill.

9 Type the text, number, or other data.




© prress co+om.
- B C D E F G H J K

Test Data:
07 o1 o7 0.75 0.75 0.75 0.75 0.75 0.75  0.75
0.75 D.'.ﬁ! 0.75 0.75 0.75 0.75 0.75 0.75 D.Ei 0.75
0.75 D.E! 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75
0.75 D.'.-‘Si 0.75 0.75 0.75 0.75 .75 0.75 0.75 0.75
075 D.'.-'!'-! 0.75 0.75 0.75 0.75 075 0.75 0.75 0.75
075 075 075 075 075 075 075 075 075 075
o7 D.'.-'E! 0.75 0.75 0.75 0.75 .75 075 075 0.75
0.75 075 075 075 075 075 0.75 0.75 075 075

10 0.75 075 075 075 075 075 0.75 0.75 0.75 a.%

1 0.75 0.7 075 075 075 075 0.75 0.75 075 0.

12 0.75 075 075 075 075 075 0.75 0.75 075 075

LT I - I T S T LS

=]

13 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75
14 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75
15 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75
15 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75
17 0.75 0.75 0.75 0.75 0.75 075 0.75 0.75 0.75 0.75
18 |

19

© Excel fills the range with the value you typed.

Beverages

M 'Fﬂjn 's Cajun Seas:
n Copy Cells

O  Fill Eormatting Only 1

O FiIIWithgutFormattingkw
O  FElash Fil |

1 .= —* (| PR

How do I fill a vertical or horizontal range
without also copying the formatting of the
original cell?




Follow these steps:

0 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.




