Excel Power Shortcuts:

40 TIPS & TRICKS FOR NON-COMPUTER GEEKS

Table of Contents Preview

Table of Contents
Introduction: How to Make Best Use of Your Excel Study Time
Notations & Terminology
Useful Windows Keyboard Shortcuts
Jump-Start Tips for Absolute Beginners

Section 1: Navigate Like Lightning

Tip #1: Make Changes or Apply Commands to the All of the Cells at Once
Tip #2: Select All Cells in a Given Range

Tip #3: Toggle Between Applications Quickly

Tip #4: Highlight Multiple Cells in a Column Instantly

Tip #5: Copy Data in a Cell Downward in the Column to the Next Break
Tip #6: Copy Data Downward in the Column

Section 2: Take Control with Shortcuts and Speed Tips

Tip #7: Avoid Reproducing Often-Used Files with Templates

Tip #8: Customize the Default Workbook by Saving it in the XLStart Folder

Tip #9: Get Quicker Access to the Commands You Use Most Often

Tip #10: Undo and Re-do Recent Actions

Tip #11: View All Key Tips

Tip #12: Instantly Eyeball the Sum, Count and Average Values in a Range of Cells

Section 3: Find Patterns in Your Data

Tip #13: Perform Basic Statistics

Tip #14: Use Conditional Functions to Find Patterns Among Your Cells
Tip #15: Identify Duplicate Records

Tip #16: Check Whether a Cell Contains a Certain String of Text

Section 4: Organize Your Data & Your Projects
Tip #17: Organize Files for Complex Projects
Tip #18: Keep Files Organized
Tip #19: Combine Related Data from Disparate Worksheets
Tip #20: Separate Data from One Field into Two or More Fields
Tip #21: Combine Data from Two or More Fields into a Single Field
Tip #22: Remove the Contents of a Cell or Range
Tip #23: Hide Unwanted Data
Tip #24: Move Cell Contents Around

© 2009-2010 by Jed C. Jones, Ph.D.



Table of Contents, cont.

Tip #25: Copy-and-Paste Only Certain Cell Contents

Tip #26: Keep Track of Your Records by Creating a Primary Key
Tip #27: Organize Your Workbook

Tip #28: Make Sense of Your Data

Tip #29: Group Related Records Using a Pivot Table

Section 5: Format and Clean Up Your Data
Tip #30: Remove or Replace Unwanted Characters

Tip #31: Remove Extra Spaces around Text
Tip #32: Change the Capitalization Scheme (Case)

Section 6: More Must-Know Tips and Tricks

Tip #33: Add a New Worksheet Quickly

Tip #34: Convert a Column of Data to a Row

Tip #35: Freeze Your Field Headers

Tip #36: “Jump Into” a Cell for Quick Editing

Tip #37: Freeze Cell References in Formulas

Tip #38: Allow Cells to Display a Non-Error Value

Tip #39: Reduce Errors by Cross-Checking Your Work
Tip #40: "Sit” on Large Projects before Sending to Others

Appendix: Function Keys and Keyboard Shortcuts

www.Untangle-Your-Thoughts.com

Buy “Excel Power Shortcuts” eBook today at www.Untangle-Your-Thoughts.com
© 2009-2010 by Jed C. Jones, Ph.D.




