
Colonial Frontier LWC (So Happy Together:  Excel & Word) Dionne E. Anthon 

Excel Quick Reference Guide  March 16, 2013 

 

 Page 1 of 2 

MICROSOFT EXCEL 2010/2007 ON A PC 

1. Understanding Excel File Basics 

• An entire Excel file is called a workbook. 

• The main components of a workbook are worksheet(s), also called sheet(s) (note: a workbook can contain 

other components, e.g., chart(s)). 

o Rename worksheet – To rename a worksheet, Home → [Cells] Format → Rename sheet (or 

double-click on worksheet tab).  Giving worksheets meaningful names is beneficial (e.g., “Scores” 

for a worksheet that will contain students’ scores and comments on an assignment). 

o Insert worksheet – To insert a worksheet, Home → [Cells] Insert → Insert Sheet. 

o Delete worksheet – To delete a worksheet, Home → [Cells] Delete→ Delete Sheet. 

• The main components of a worksheet are rows (starting at 1), columns (starting at A), and cells (e.g., B2). 

2. Entering Students’ Scores & Comments 

• Header row for column headings – Use row 1 as a header row to indicate the data that each column will 

contain.  Using short, abbreviated names for each column heading will help when merging data into 

Word. 

• Subsequent rows – The rows under the header row will contain students’ scores and comments.  Each 

row will be a single student’s scores and comments, so that the worksheet will contain a table of students’ 

scores and comments (with a header row with column headings at the top). 

• Formulas – For data that must be calculated (e.g., total score, sub-total score, question score for 

questions where scores will be entered for sub-questions), use a formula with the appropriate equation 

(see “Using Formulas” below), rather than manually calculating the data and then entering the result. 

• Changing Entered Data or Formulas – If you want to completely replace that data or formula in a cell, 

select the cell and immediately type in the new information.  To change part of the data or formula 

already entered in a cell, (1) double-click the cell or (2) select the cell and click into the formula bar above 

all rows at the top of the sheet (note: you can also press function key F2 to put cursor at end of data or 

formula).  Then you can make any changes in the cell. 

• Enter, Tab, or Arrow Keys – After typing data or a formula in a cell, press Enter (to move to cell below 

current cell), Tab (to move to cell to right of current cell), or an Arrow key (to move to cell in direction of 

arrow key). 

3. Using Formulas 

• Equal sign (=) – To enter a formula (e.g., an equation) in a cell, start the formula with an equal sign. 

• References to cells in formula – In a formula, do not enter specific numbers/values that will be specific to 

a student; instead, refer to the appropriate cell(s) that will contain the specific numbers/values.  For 

example, instead of entering “=3+4,” enter “=F2+H2” (assuming the specific numbers/values will be in 

cells F2 and H2).  You can select the appropriate cell(s), rather than manually entering the cell references 

(to select multiple cells, see “Selecting multiple rows, columns, or cells” below). 

• Built-in functions – Excel has many built-in functions that you can use for formulas (e.g., SUM, AVERAGE, 

STDEV, MAX, MIN).  To use a built-in function, Formulas → Insert function, and then select appropriate 

function (note: you can search for a function or view functions within specific categories). 

• Copy formula to other students’ rows – You do not have to enter the same formula for each student; you 

can copy a formula from one row to others.  When copying a formula, all relative cell references will 

automatically be updated to refer to the new row (i.e., student).  To copy a formula, select the 

appropriate cell with the formula: 
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o Standard copy/paste option – Use the standard copy/paste function found in Home → Clipboard 

area or Ctrl+C (for copy) and Ctrl+V (for paste). 

o Fill handle – The “fill handle” is the black box at the bottom right of active (i.e., selected) cell(s).  

You can click and drag the fill handle to fill subsequent cells with the formulas or values in the 

active cell(s).  After dragging the fill handle, you will see the “Auto Fill Options” button.  Click this 

button to change some of the details of the fill (e.g., the “Fill Without Formatting” option will 

allow you to copy formulas or values without the formatting of the copied cell(s)). 

4. Formatting Cells, Rows, & Columns 

• Cells – To change the formatting of cell(s), select the desired cell(s).  The basis formatting options can be 

found in Home → [Cells] Format → Format Cells (or press Ctrl+1).  In this Format Cells area, you can 

change (1) the type of data in the cell (e.g., general, number, date, percentage, etc. – note that you do not 

need to use the number format for scores; the general format should be fine), (2) alignment, (3) font, 

(4) border, (5) fill, and (6) protection. 

• Rows & Columns – You can change the formatting of all cells in a row or column by selecting the entire 

row or column (see “Selecting multiple rows, columns, or cells” below if you want to format multiple rows 

or columns) and then choosing formatting options for cells above.  You can also change the height of rows 

or widths of columns: 

o Row height – Select the appropriate row(s) and choose Home → [Cells] Format → Row Height. 

o Column width – Select the appropriate column(s) and choose Home → [Cells] Format → Column 

Width. 

5. Miscellaneous 

• Selecting multiple rows, columns, or cells – You can select multiple rows, columns, or cells: 

o To select consecutive rows, columns, or cells, select the first one, hold the Shift key, and select 

the last one (note: in formulas, consecutive cells are separated by a colon, e.g., B2:E2). 

o To select non-consecutive rows, columns, or cells, select the first one, hold the Ctrl key, and select 

each other one (note: in formulas, non-consecutive cells are separated by commas, e.g., B2, D2). 

• Automatic completion of cell values – When you start to type characters into a cell that match an existing 

entry in that column, Excel automatically enters the remaining characters for you.  This feature helps 

when entering the same comment for multiple students.  If you want to turn this feature off, however, 

choose File → OpKons → Advanced (in Word 2010) or Office Button → Word OpKons → Advanced (in 

Word 2007).  Then, under “Editing options,” turn off “Enable AutoComplete for cell values.” 

• Referring to cell(s) on a different worksheet – To refer to cell(s) on a different sheet (if you have not 

assigned a name to the cell(s) – see below), preface the cell reference with the worksheet name and an 

exclamation point.  For example:  Scores!B2. 

• Naming cell or range of cells – You can assign a name to a cell or range of cells and then use that name, 

instead of a cell reference, in formulas.  To assign a name, select the cell or range of cells and choose 

Formula → [Defined Names] Name Manager.  In the Name Manager box, click the “New” button, enter a 

name for the cell or range of cells, click “OK,” and click “Close.” 

• Relative vs. absolute cell references – By default, when you select a cell to use in a formula, a relative 

reference to the cell will be used (e.g., B2).  When copying or cutting and pasting a formula into a new 

cell, all relative cell references will automatically be updated based on the position (i.e., column and row) 

of the new cell.  If you do not want such automatic updating of cell references, you need to use absolute 

cell references.  To do so, use a dollar sign ($) before the column and/or row in a cell reference if you do 

not want the column and/or row to be updated when copying or cutting and pasting.  For example:  

(1) $B$2, (2) $B2, or (3) B$2. 


