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Keyboard Shortcuts
	Key Sequence
	Location

	Control + Home
	A1

	Control + Down arrow
	The last cell in the current column

	Control + Right arrow
	The last cell in the current row

	Control + Up arrow
	The first cell in the current column

	Control + Left arrow
	The first cell in the current row

	Page Down/ Page Up buttons
	One screen down or up

	Control + Page Down
	Moves one sheet to the right

	Control + Page Up
	Moves one sheet to the left

	Right, down, left or right  arrow
	One cell in the direction specified

	Control + End
	last cell you have used on the worksheet


[bookmark: _Toc464884834][bookmark: _Toc67369720]Selecting Blocks of Cells
	To Select
	Do This
	Like This!

	Single cell
	Click the cell.
	[image: ]

	A single block of cells
	Keep the left mouse button pressed while moving the mouse in the required direction.  
	[image: ]

	Large range of cells
	Select the first cell, as you would do normally, then press SHIFT before selecting the cell at the opposite corner of the required range. 
	[image: ]

	Non-adjacent cells
	Select the first block of cells, as you would do normally, then press the CONTROL key before selecting the next block of cells.
	[image: ]

	Row
	Click the row number.
	[image: ]

	Column
	Click the Column Letter.
	[image: ]

	Entire worksheet
	Click the in the top left corner of the worksheet.
	[image: ]



Skill Sharpeners
For each Skill Sharpener exercise:
1. Open the corresponding workbook file in your exercise files folder.
2. Make sure you are looking at the worksheet named “Start”. 
3. When you need a hint, compare your work to the worksheet named “End”.
Skill Sharpener #1 (Cells, Rows & Columns)
1. Use the Name box to go to cell F238, and then use a keyboard shortcut to jump directly back to cell A1
2. Edit the number in cell C5 from 98111 to 98704
3. Clear the contents of cell C13 and then enter the value 7100 in the cell
a. Use Home > Clear in the Editing group, or right click and select Clear Contents
4. Select cells A1 to C1 and then merge and centre them
5. Select cells A2 to C2, merge and centre them, and then unmerge them
a. You will also have to change the Alignment of the cells to left-aligned after unmerging them—Excel will leave them centre-aligned!
6. Select the labels from cells A1 to A3, and also the cells from A10 to A15 and make them bold
a. Do not select any of the cells in between the two groups of cells
7. Insert a new row above row 10
8. Insert a new column to the left of column A
a. The data that was in column A will now appear in column B
9. Autofit column B to its widest text entry
a. Hint: Autofit involves double-clicking on the border between column headings
10. Change the height of row 1 to 18
11. Save your work and close the workbook.
Skill Sharpener #2 (Copy, Move and Fill)
1. Cut the label “Coffee Duty” in cell A2 and paste it into cell A13. 
2. In cell A15, enter the date “2 Apr 2015”, and then in cell A16 enter “9 Apr 2015”.
3. Using cells A15 and A16 as a pattern, use the Fill handle to fill dates down as far as cell A38.
a. In the finished series, each date should be one week apart.
4. Copy the employee names from cell A5 through cell A10 and paste the values only (not the formatting) under the “Employee “ label, starting at cell B15.
5. Using the employee names as an example, use the Fill handle to fill names down as far as cell B38.
6. Select the entire coffee duty list from cell A13 through B38, and move the entire selection two columns to the right. Autofit columns C and D if necessary.
7. Save your work and close the workbook.
Skill Sharpener #3 (Formulas)
1. In cell B12, insert a formula with cell references that will add up the sales for all destinations for the first quarter.
2. Copy the formula from cell B12 and paste it into cell C12 to calculate the gross sales for the second quarter.
3. In cell B15, create a formula to calculate the net sales for the first quarter, then copy the formula to cell C15 to calculate net sales for the second quarter.
a. Net Sales are equal to Gross Sales minus Refunds.
4. Save your work and close the workbook.
Skill Sharpener #4 (Functions)
1. In cell D12, manually type in a SUM function to calculate the gross sales for the second quarter.
2. In cell E12, use the Insert function feature to create the SUM function for the third quarter.
3. In cell F12, use the AutoSum feature to create the SUM function for the fourth quarter. 
a. Be careful: you will have to correct the cell range!
4. In cells G6 through G10, use the AutoSum feature to calculate the total sales for each region. 
5. In row 13, use a function to calculate the average sales for each quarter. Try using the AutoSum feature for at least one of them. You can copy and paste or use the fill handle to complete some of them, too.
6. In cell C19, enter a function that will display the smallest sales figure from all four quarters (everything from cell C6 to cell F10).
7. In cell C20, enter a function to display the largest sales figure from all four quarters.
8. Save your work and close the workbook.
Skill Sharpener #5 (Formatting)
1. Format the totals in cells B12 through G12 as currency.
2. Format the numbers in cells B6 through G10 so that they have two decimal places and a comma, but no currency symbol.
3. Apply the percentage format to the commission rates in column F.
4. Apply “Wrap Text” to the long label “Total Commission” in cell G4.
5. Select all of the worksheet’s data labels in row 4 and column A—see if you can select them all at once—and make them bold.
6. Select the worksheet’s title in cell A1 and apply the built-in Title style to it.
7. Use the Format Painter to copy the formatting of the title and apply it to the subtitle in cell A2.
8. Select the column labels in cells B4 through G4 and add a single bottom border to the cells.
9. Select the totals in cells B10 through G10 and apply a double bottom border.
10. In cell B15, enter the date “12 Oct”. Format the date so that it is displayed in “Medium Date Format”, like this: 12-Oct-15.
a. You will have to go into the Number dialogue box for this step.
11. Save your work and close the workbook.
Skill Sharpener #6 (Charts)
1. Select the Region and Sales columns (including the data labels) and insert a 2D pie chart based on this data.
2. Edit the chart’s title to read “Fictional Company Sales by Region”.
3. Apply a chart layout that includes data labels for the pie slices.
4. Use the Layout ribbon to move the data labels to the outside end of the pie slices.
5. Change the chart style.
6. Use the Format ribbon to change the colour of just one of the pie slices.
7. If you are finished early:
a. Select all of the company data from cell A2 through D6.
b. Insert a 3D bar chart based on the selected data.
c. Change the chart type to a 3D column chart.
d. Switch the rows and columns.
e. Using the Layout ribbon, add a chart title and axis titles.
f. [bookmark: _GoBack]Move the chart to its own worksheet (command is on the Design ribbon, or you can right-click on the chart).
Skill Sharpener #7 (Printing)
1. Preview printing for the Start worksheet.
2. Change the paper orientation to Landscape.
3. Centre the worksheet horizontally and vertically on the page.
a. Reminder: use the Custom Margins dialogue box
4. Use Page Layout view to add the name of the company to the page header, and the current date and page numbers (e.g., 1 of 1) to the page footer. Go back to Normal view when you’re done.
5. Preview the Start worksheet again to ensure your changes look correct.
6. Go to the worksheet named “Long List – Start”.
7. Format the worksheet so that the column labels in row 4 will print at the top of every new page. Preview the worksheet to verify that it worked!
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