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Chapter 1 - Formulae and Functions

CHAPTER 1 - FORMULAE AND FUNCTIONS

1.1 Basic Formulae

You can type a formula into a cell to calculate a new value based on data you’ve already entered:

A B C D | All formulae begin with an = sign. This takes the
- Month  Invoicessent Paidontime % ontime value in cell C2, and divides it by the value in cell B2.
2 |san | 5810/ 3977|=C2/572 & |
Operators

Operators are the symbols that tell Excel to add, subtract, etc. The common ones used are:

Symbol | What it means Example Result (if B2 = 5 and C2 = 2)
+ To add =B2+C2 |7
- To subtract =B2-C2 3
* To multiply =B2*C2 10
/ To divide =B2/C2 25
A To take to the power of | =B2/2C2 | 25 (ie 5?)
& Concatenation (joining) | =B2 & C2 | 52 (ie 5 and 2 joined together)

Brackets in Formulae

Brackets force Excel to calculate some parts of a formulae first (in Excel multiplication/division
normally occur before addition/subtraction, but you can override this). For example:

J 14D1*E1 fe || =(ci+D1yE1
< | b | E E
2 3 7 23] 2 3 7 [ sl
\
Without brackets With brackets
2 plus 3 times 7 = 2 plus 21 = 23 (2 plus 3) times 7 = 5 times 7 = 35
~
Remember your BODMAS! This natty acronym gives B rackets
the order in which calculation rules are applied, as O ver
shown on the right. Division
M ultiplication
A ddition
S ubtraction
\_ J

Training
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Chapter 1 - Formulae and Functions

1.2

Creating Formulae

Here’s how to create a typical formula, such as the one shown on the previous page:

A B C D c2 - X  fr || =2
1 Month Invoices sent Paid ontime % on time A 5 c 5
2 |l 5810
3 Far; 5233 + 1 Month Invoices sent Paid ontime % on time
€ 2 |san 5810, 4 3977=C]
4 |Mar 4138 3755 3 IFeb 5233 3881
5 Anr 509404 ARRD
a) Click in the cell where you want to put your answer, b) Click on the first cell to use in your calculation, or
and type an = sign to begin your formula. type in its cell reference (here it's C2).
: 3 IF - ' | =C2/B2
D2 - X v fl =C2/ X .fl /
A 5 c 5 A B C D
N Month Invoi — - %— 1 G"Month Invoices sent Paid on time % on time
) |J ont nvoices ;;::]I aid on t;l;'l:j'l_f -:/ICII"I time 2 |Jan i ELSIU! 3977|=C2/BZ| |
an i 3 |Feb 55\33 3881
3 |Feb 5233 38 A nar A128 2755
c) Type in an operator (here we type / to show we want d) Click on the next cell that you want to reference,
to divide by something). or type in the cell address (here it's B2).
D2 - Je | =c2/B2 e) Press or click on the tick symbol to
A B C D confirm your formula (here we'’ve also formatted
- - - — 1 the cell containing the answer, so that it appears
1 Month Invoices sent Paid ontime % ontime X as 68.45% rather than 0.6845)
2 |san 5810 3977 68.45% ' ' '
3 |Feb 5233 3881
© Copyright 2025 A | WiseOwl Page 10
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Chapter 1 - Formulae and Functions

1.3 Editing Formulae

After you've created a formula, you can edit it in a couple of ways:

IF - X v Jf| =ce J« | | Eitherclick on the cell, then click in this formula
bar to make changes to the formula it contains ...

A B C D

1 Month Invoices sent Paid ontime % ontime

2 [1an | 5810 3977|=C2/B2 |

3 Feb 5233 3881
A B C LD ... or double-click in the cell to change the

1 Month Invoices sent Paid on time % on time formula within the cell (you can also press

2 |1an | 5810 3977|=c2/e2l T 4 o do this)

3 |Feb 5233 3831

Whichever method you choose, press when you've finished to save your changes, or [ Esc |
to cancel them, or click on one of the tools shown below:

2
Cancel your Save your
changes changes
© Copyright 2025 A | WiseOwl Page 11
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Chapter 1 - Formulae and Functions

1.4 Copying Formulae

When you copy a formula containing cell references to other cells, Excel will automatically update

the cell references.

in more detail overleatf.

This key feature of spreadsheets is called relative cell referencing, and is explained

The Easiest Way to Copy a Formula

You can copy any formul:cl up, A B c D In this example we
down, left or nght_ Here’'s an 1 Month Invoicas sent Paid ontime % on time want to copy this
example of copying a formula g s o 68.45%} formula down to
down N work for the other
’ 4 Mar — == four months too
5 |Apr 5994 4882 )
6 |May 6006 4125
To copy this formula down:
A B C D A B C D
1 Month Invoices sent Paid ontime % on time 1 Month Invoices sent Paid ontime % on time
2 |Jan 5810 39??| 68.45%] 2 |1an 5810 3977 68.45%
3 |Feb 5233 3881 + 3 |Feb 5233 3881
4 |Mar 4138 3755 4 |Mar 4138 3755
5 |Apr 5994 S |Apr 5994 4882
6 |May 6006 4125
6 M 6006
ay - K_|_
a) Position the mouse button at the bottom right corner b) Click and drag down to highlight the cells
of the cell that you want to copy, so that it turns into beneath — when you release the mouse button,
what'’s called the AutoFill handle (a black cross). Excel will copy the formula down.
C [ 0o c) The formula give different A B c b
on time % on time numbers because they’re 1 Month Invoices sent Paid ontime % on time
3977 referring to different cells, as 2 |lan 5810 3977 68.45%
3881 can be seen from looking at the 3 [Feb 5233 3881 74.16%
3755 bottom figure of 68.68%. 4 |Mar 4138 3755 L0745
5 |Apr 5994 4882 81.45%
4882 6 |may 6006 4125|=Co/B¢| |
4125
~
Actually, an even easier way to copy a formula down is to double-click when you
get the AutoFill handle. Excel will then copy the formula down almost by magic,
using the column immediately to the left to determine how far to go. Note that this
only works when copying down (you can’t use it to copy up, right or left).
J
© Copyright 2025 A | WiseOwl Page 12
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Chapter 1 - Formulae and Functions

Other Ways to Copy a Formula

You can, of course, use all of the standard Windows ways to copy formulae too!

- 8 - c - —D_ I =o-4 a) Right-click on the cell that you want to copy and choose
nvoices sent Paid ontime % on tim = . =
5310 3977 68,4507 Copy (or press + C, or click on the |Ez Copy| tool on
5233 3881 £ C“i/ the HOME tab of the ribbon).
4138 3755 By Cop
5994 4882 Paste &:ticn
6006 4125 b) The cell or cells that C D
you are copying will ent Paid ontime %ontime
getajazzy lineround | 810 397 68.45%
C D 3 them! 233 3881
ent Paidontime _ % ontime — e
310 3977 68.4¢ Calibri ~|{11 ~ : : :
233 3881 I = M- A c) Right-click on the cells which you want to paste the aln
- formula onto, and choose the tool shown (or press D
138 3755 . | — ) .
994 2882 +V, or click on the tool shown on the right Paste
¥ Cut on the HOME tab of the ribbon). -
006 4125 _
Ea Copy
&D Paste Options C D
< o o d) Press E to clear these dontime % ontime
[Eg 2 L dashed lines if they are annoying 68.45%
Paste Special.. you (although they’re harmless!). 74.16%
How Relative Cell Referencing Works
When you copy a formula, Excel uses relative cell referencing:
A B C D A B C D
1 Month Invoices sent Paid on time % on time 1 Month Invoices sent Paid on time % on time
2 |lan [ 5810| 3977|=c2/82 | 2 |Jan 5810 3977 68.45%
3 |Feb 5233 3881 74.16% 3 |Feb 5233 3881 74.16%
4 |Mar 4138 90.74% 4 |Mar 4138 3755 90.74%
5 |Apr 5994 81.45% 5 |Apr 5994 4882 81.45%
6 May 6006 68.68% 6 |may 6006/ 412§]=C6/B6 |
i r i
The original formula is read by Excel as: “take the cell The copied formulae all do exactly the same thing, but
one to the left on the same row, and divide it by the give different results because they refer to cells on
cell two to the left on the same row”. different rows!

There is a way in Excel to turn this behaviour off and use absolute referencing
instead (this is covered in a later courseware chapter, including examples showing
why you’d want to do this).

© Copyright 2025
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Chapter 1 - Formulae and Functions

1.5 Functions

A function can be used in a formula to perform specialised calculations. Here’s an example:

A B You could calculate the total for this column by
1 Month Invoices sent P adding each individual cell together ...
2 Jan 5810
3 Feb 5233 ) .
a Mar 7138 bgt it's more efﬂment to use the SUM
z Corinaraal B function, which will add together all of the —
c values in a range of cells.

A B
Month Invoices sent F
Jan 5810
Feb 5233
Mar 4138
5 ®[=sum2ea)

~
There are hundreds of functions in Excel, covering everything from summing cells
through to advanced financial, statistical and mathematical calculations.
J
Basic Functions
Here are four of the most commonly used A B C
functions in Excel: 1 Month Sales
2 Jan 5810
3 Feb 5233
4 Mar 4138
5
6 Month 1-3 statistics |
8 Result Formula
9 Total 15,181.00 =SUM(B2:B4)
Here we've used four functions to work out the sum and W" 5,060.33 | =AVERAGE(B2:B4)
average of the 3 sales figures for Jan, Feb and Mar, and also |—] Maximum 5810 =MAX(B2:B4)
the highest and lowest of them. 12 Minimum 4138 =MIN(B2:B4)

Structure of a Function

All Excel functions have the same structure:

All formulae in Excel
begin with an = sign.

=SUM ( B2:B4
—”=$ ( 2 )«

Use brackets to contain the arguments
of the function (the bits of information
the function needs in order to work).

You can type the name of the
function in upper or lower case.

The : symbol tells Excel to sum
all of the cells from B2 to B4.

© Copyright 2025
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Chapter 1 - Formulae and Functions

Typing a Function

If you know the name of the function that you want to use, you can type it into a cell:

A B a) Type = followed by the name of the function you want to use. When you’ve
1 Month Invoices sent identified it sufficiently, you can either press the | %55 | key, or alternatively
2 |Jan 5810 double-click on the function name to select it (to save yourself typing) to get:
3 Feb 5233
4 |Mar 4138 4 |Mar 4138
5 | Apr 5994 5 |Apr 5994
6 May 06 6 |May 6006
, - : avenace]
3 - a AVERAGE(numberl, [number2], ...
9

() AVERAGEA
() AVERAGEIF

10 -
(fe) AVERAGEIFS .
- b) Select the cells which you want
to be the argument for your
A B € function (here the cells whose A B
1 Month  Invoices sent average we want to calculate). 1 Month  Invoices sent
i JFaT; :j;g 2 |Jan 5810
e
3 |Feb 5233
4 |Mar 4138 c) Press to create your 2 lm 4138
. oy ar
5 |Apr 5994 formula (Excel will fill in the last
i . 15 |Apr 5994
6 |May 96 closing bracket for you) to get:
7 =AVERAGE(E2:H 6 6006
= 321 HsR x 1C _ .
a8 AVERAGE(numberl, [number2], _AVERAGE(BZBG) E | 5436'2-

Using AutoSum to Create Quick Totals, Averages, Etc.

For the basic functions of summing, averaging, counting and taking the maximum or minimum
value in a range, use the tool to speed things up:

A B a) Click on the cell where you want the answer to go (here we’ll calculate
1 Month Invoices sent the total invoices sent for January through to March).
2 |lan 5810
3 |Feb 5233
4 |Mar 4138 b) Click on this arrow on the tab 2 AutoSum ~ Ay H
5 to choose a different function (or just ¥ su
6 I click on the tool if you just [j% d &
Average lect~
want to create a total). Note that you
A B can also find this tool on the Count Numbers
1 Month  Invoices sent tab: Max
2 |Jan 5810 Mi
- * «‘I_n
3 FEb 5233 Ifx;‘t Al E R!ﬂ Fi i F
4 Mar 1138 ol i More Functions..
. b =
6 SU\-"[numher]l.l. [y Bs fverage
Count Numbers
7
c) Excel will guess what you want to sum (or average, or count, etc.) — usually this will be the block of numbers
directly above or to the left of the current cell. If Excel has guessed correctly, press to confirm the
formula; otherwise select the block of cells you did want to work with, or press E to cancel your formula.

Training
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Chapter 1 - Formulae and Functions

The Quickest Way to Sum

People sum so frequently in Excel that there is a short-cut key devoted to it:

A B a) Select the block of cells you want to sum and A B
- Month Invoices sent the blank cell where the answer should go. 1 Month | Invoices sent
2 |Jan 5810 2 |Jan 5810
3 |Feb 523 3 |Feb 5233
4 |Mar 4;/{: b) Type + = to put the sum formula into 4 |Mar 4138
5 ¥ the blank cell. B E— Y G

The Function Wizard

The best way to choose a function in Excel is to use the function wizard. To show how to use this,
consider this example:

A B C D E A B C D E
1 1
2 2
3 Mortgage Details 3 Mortgage Details
o “+
5 Interest 5.50% 5 Interest 5.50%
5 Term of mortgage 25.00 § Term of mortgage 25.00
7 House price £100,000 7 House price £100,000
[s] o
9 Annual mortgage | (£7,455) _| 9 Annual mortgage =PMT(D5, D6, D7)
10 ad 10 .
14 4 T
We want to work out the annual mortgage on a As always in Excel, there’s an app for this (although in
£100,000 broom cupboard in London, given a 25 Excel they're called functions, not apps). Here we’ll use the
year term and an interest rate of 5.5%. PMT function (which stands for PayMenT, before you ask).
You're unlikely to be able to guess that this function b . 3
exists, so here’s how to find it (or any other function for : L\gﬁ .
. . . ns unctiontc
that matter). First invoke the wizard: Al B ¢ '
Mortgage Details
nterest 5.50%
Term of mortgage 25.00
Click on the cell where you want your answer to go, then click on House price £100,000
this tool (or press EI + to invoke the function wizard). Annual mortgage | l

Training
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You can now choose which function you want to work with:

a) Type in a description of what you Insert Function 2|
want to do, and press . Search for a function:
mortgage payment Go
b) See if you can find a function el gaR | Recommended =l
vyhich looks like it will help in the Sl = e
list presented to you.
PV -
R
KNPV
K o XIRR
c) Click on this link to get excellent CUMIPMT
help on this function — here’s how lCUMPRINC |
. -
the PMT function help starts:
PMT(rate, nper,pv,fv,type)
P M _|_ f t. Calculates the payment for a loan based on constant payments and a constant interest rate.
PMT, one of the financial functions, calculates
the payment for a loan based on constant
payments and a constant interest rate. x . .
Help oA this function oK | Cancel |

~

-

If you knovy which category of x>
fUnCtlon yOU re IOOklng fOf', It can Insert  AutoSum Recently Financial Logical Text Date & Loo
sometimes be quicker to find it Fnction - Used~ N - - Time~ Refer
using the FORMULA tab of the =
q PDURATION
ribbon. D9 - D5,D6,D
PMT
A B C j]\v.ﬂ' % F
l  — PRICE 1

J

Finally, select in the above dialog box. You can now complete your function:

Function Arguments

a)

~PMT
Rate |D5 055
Nper |D6 B = 2
Pv |D7 B = 100000
o B F number
Type | B F number

Click on these red blobs to
choose a cell for each
argument.

b)

When you click in an
argument, Excel tells you
how it should be used.

Rate
APR.

Calculates the payment for a loan based on constant payments and a

is the interest rate pe

nstant interest rate.

eriod for the foan. For example, use 6

c)

Formula result = (£7,455)

Help on this function

[

Arguments shown in faint
type (not bold) are
optional. For this function
you can miss them out
and they will take sensible
values, although this isn’t
always the case in Excel!

© Copyright 2025
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Chapter 1 - Formulae and Functions

1.6 Status Bar Calculations

A quick way to view the results of formulae is to use the status bar:

A B Want to know the average of the selected
1 Month Invoices sent cells?
2 |lan 58141
3 |Feb 2233 Find the relevant statistic in the status bar
all| Mar S at the bottom right of Excel.
5
4 »

AVERAGE: 5060333333 COUNT:3 SUM: 15181 H m -——+

You can right-click on the status bar to change the statistics displayed:

For example, you could select Minimum as v Average 5060.333333
here to display the minimum value for any v Count 3
range of selected cells in the status bar. _
Numerical Count
inimum
Maximu
v Sum 15181

v Upload Status

<

View Shortcuts

<

Zoom Slider

v Zoom 100%

Training
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CHAPTER 2 - MOVING AND SELECTING IN EXCEL

21

Moving Around in Excel

To be able to use the different parts of a workbook, you need to be able to move to them. You can
move around a workbook using the mouse or keyboard, or by changing the viewing scale.

Using the Mouse to Move Around

You can move to any cell on the worksheet, simply by clicking the sp shaped mouse on the
required cell.

Once you'’ve clicked on the required cell,
it becomes the currently selected cell —
denoted by the box around the cell.

BHwWwN P

i s

[val

If you can’t see the cell you want to move to on the screen then you can use the scroll bars to

move further down and/or further across the worksheet:

File

© N ;s

©

10
11
12
13
14
15
16
17

10

Ready

Home Insert  Page Layout Automate  Developer  Help v 8 -
X Asial " = B Cor -ormatting ~ = 0 [w]m] m
= [mim}
M- |[Blru~ Aa|= i e Cells | Editing | Add-ins A@r
<~ B &« A~ = Cell Styles ~ ~ - Dat
d Font ] styles Addins ~
o | may
A B c D E F G H 1
Month:[May |
| 4
Actual Budget Variance
Overheads:| £5,865 £6,000 £135)
i £1,578 £1.500 -£78)
Other Goods/Services:| £1,079 £1,000 -£79)
Salaries:| £3.451 £4,000 £549)
Depreciation: £527, £700 £173)
Total| £12,500| £13,200| £700
Sheet1 ® Al < |
Numlock BB % Accessivilty: Goodto go T Display Settings b ————t 12

Click and drag on this scroll bar to move further
down. Hold down EI to move more quickly.

You can click the arrows at either end of a scroll
bar to move one row or column at a time. You
can also click and hold the mouse button to
move more quickly.

Click and drag on this scroll bar to move further
across. Hold down @ to move more quickly.

worksheet.

If you have a mouse with a “scroll wheel”, you can use it to scroll up and down on a

You can also use the mouse to move to different worksheets:

12 Total: E12,500] £
You can use these arrows 13 Tomovetoa
to view worksheet tabs that 14 | different worksheet —
are not currently viewable. A sheett [ Sheetz  Sheets 5| just click on the tab.
"

© Copyright 2025
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Chapter 2 - Moving and Selecting in Excel

Keyboard Shortcuts for Moving Around

There are many keyboard shortcuts that you can use to quickly move around a workbook. The
table below summarises the main ones:

Key(s)

What they do

=l =l v [ ¢]

i

Moves the cursor one cell in the appropriate direction

[con]+[ 4 ] [em]|+[ ¥ |
[ c |+ [€=] [cm |+ ][]

Moves the cursor to the appropriate end of the currently
selected block of cells

Home

Moves the cursor to the first column of the current row

Ctrl | + |Home

Moves the cursor to the first cell of the sheet (A1)

Ctrl | +| End

Moves the cursor to the bottom right corner of your sheet

|Page Down |, | Page Up |

Goes one “screen” down or up

| Alt | +|PageDown|

Goes one “screen” right

| Alt |+| Page Up |

Goes one “screen” left

Lets you choose a cell reference to go to, then type

| Ctrl | + |Page Down|

Go to the next worksheet in the workbook

| Ctrl | +| Page Up |

Go to the previous worksheet in the workbook

Zooming the View

You can see more of your worksheet in the same screen area by using the zoom control tool to

zoom out (or in):

A B
| Month:[May |

Actual Budget Variance

£135]
-£78

£5,865
£1,578]
£1,079]
£3,451

£527]

£6,000
£1,500
£1,000
£4,000

£700

Other Goods/Services: -£79
£549

£173]

1

2

3

4

5 Overheads:
S 5

7

8

Salaries:
9 Depreciation:

Total[ £12500] £13,200]  £700]

Sheet! & <

Ready Mumlock F§ o Accessibily Goodto go g Dispiay Setings

- ey er = =
(]
5] (2] E =7 8 | [
Cells | Editing | Add-ins | Anahze Cells | Editing | Add. Analyze
. o " ] L nonm o a
:
:
5 —
s
= s T 1543 12047
0,
70% zoom
Sheet! +) <|
] —— et % Ready Mumiock [ T Accessibility: Good to go g Display Settings @ @ -——

v

v

‘ Click and drag the slider or use + / — to zoom in/out.

Here zoom has been set to 70% to see more.

to zoom in and out.

If you have a mouse with a “scroll wheel”, you can hold and scroll the wheel

© Copyright 2025
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Chapter 2 - Moving and Selecting in Excel

2.2

Selecting Cells

Just about everything you do in Excel requires you to first select the cell or cells that you want to
make the changes to.

A block of cells is called a range. Here
a range of 6 cells has been selected.

The selected range has a different
coloured border (usually green) and the
bottom right corner has this icon:

To reference this range you use:

top left cell : bottom right cell
The reference for this range is B5:C7

A B C D
1 Month:|  May
2
2 Actual Budget Va@ee/
5 Overheads:| £5,865 EG,OOOJ‘/ £135
6 Materials:| £1,578| £1,500| -£78]
7 | Other Goods/Services: £1,¢79 E%@O A -£79
8 Salaries:| £3,451| £4,000 H
a Nanrasintion: 27l 700l £172
The first cell you click on when you select a range will be a
different colour to the rest (remains white if no cell background
shading has been added). This is called the active cell.

Selecting Single Cells

To select a single cell:

e Simply click the d} mouse shape on the required cell; or

[ )
cell.

The Name Box at the
top left always gives
the cell reference of
the currently
selected cell.

VAZ i fe The selected cell is
/ A B denoted by the
1 Month:| M outlined box
2 | = A/Q/ (usually green).
3 Act

Selecting a Range of Cells

The easiest way to select a range is by simply clicking and dragging with the mouse:

Press any cursor movement key like =9 |, [€4—], | ¥ | or [ 4 | until you reach the desired

ACtuar puaygetr variarnce
eads: | 2£5,865] £6,000] £135 eads:| £5,865| £6,000f £135
brials: a:578 £1:500 -£78 erials: £1,578 £1,500 -£78
ices: £1l\979 £1,000 -£79 wvices:| £1,079| £1,000 -£79
aries:| £3,451] £4,000] £549 aries:| £3,451) £4,000) £549
ution:| €527 £700 £173 ation:|  £527] £700/7£173
T 1 [ I I 1
a) Move the cursor over a corner of the b) With the I.JJ] mouse shape, click and hold the left
range you want to select (usually mouse button down and drag the mouse to the
top left corner). Make sure the opposite corner of the range (usually bottom right).
mouse changes to this shape: Release the mouse button to select the range.
© Copyright 2025 A | WiseOwl Page 21
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Chapter 2 - Moving and Selecting in Excel

Selecting a Large Range of Cells

It is often tricky to select a large range by dragging the mouse, so instead you can use the @

key as shown below:

a) Start by selecting/clicking just the
top left cell in the range.

A

B

1 |Orchestra Income - Year to Date

[

lncome‘r?:? =

Income Description

Full-year Membership

Half-year Membership

Friends of Membership

Autumn Concert

b) Use the scroll bars to find the bottom

3
4 Membership Income
5 |Membership Income
L M N o p 6 Membership Income
a1 | £341.72 7 |Concert Income
42 £150.00 -
43 £14.00
44 £27.00
45 £19.25
46 £31.18 £31.18
47 £245.00 £2,578.00 £3,303.00
48 £100.00 £225.00, |
49 £605.00| £1,142.18| £2,603.00 £57,¢}g.07
range.
50 =

right corner of your range. Hold

down the El key and click on this
bottom right cell to select the entire

Selecting Multiple Ranges

You can select several separate ranges by holding down the key for each range you want to
add whilst you click and drag the extra ranges.

a)

Select the first range
by clicking and
dragging as normal.

b)

Hold down the

key while you click
and drag the second
range.

Continue holding

down the | Ctrl :key

while you select more
ranges until you have
selected them all.

A B C D
1 Month: | May
\

\;Ll\b | Actual | Budget Vt;}hnce I
: E
5 Overheads: | £5,865| £6,000 £135
6 Materials: | £1,578| £1,500 -£78
7 Other Goods/Services: | £1,079| £1,000 -£79
8 Salaries: | £3,451| £4,000 £549
9 Depreciation: £527 £700 £173

A B (€ D
1 Month: | May
2
3 | Actual Budget Variance
4

\5\ Overheads:‘ £5,865| £6,000 £135
6 Materials: | £1,578| £1,500 -£78
7T |Other Goods/Services: | £1,079| £1,000 -£79
8 Salaries: | £3,451| £4,000 £549
19ﬂ CJepreciation: £527 £700 £173

A B C D
1 Month: | May
2
\\ Actual Budget Variance

4

5 Overheads+| £5,865| £6,000 £135
6 Materials: | £1,578% £1,500 -£78
7 |Other Goods/Services: | £1,079| £1,000 -£79
8 Salaries: | £3,451| £4,000 £549
9 Depreciation: £527 £700| wF173
10
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Chapter 2 - Moving and Selecting in Excel

Selecting Entire Rows and Columns

You can easily select entire rows and columns by clicking the row numbers or column letters.

A B 1 D
To select a column, move the mouse over 5 Aonth | May
the column letter so that it changes shapeto | —— ]
this 4 and then click to select that column. 3 Actual| Budget Variance
4
5 Overheads:| £5,865| £6,000 £135
6 Materials:| £1,578| £1,500 -£78
7 | Other Goods/Services:| £1,079 £1,000 -£79
8 Salaries:| £3,451| £4,000 £549
To select a row, move the mouse over the A = c D
row number so that it changes shape to this 1 Month:| May_|
4> and then click to select that row. 2
3 Actual Budget Variance
4
\i Overheads:| £5,865| £6,000 £135
5"|_ Materials:| £1,578| £1,500 -£78
7 | Other Goods/Services:| £1,079| £1,000 -£79

To select multiple adjacent rows/columns, click and drag across the column letters/row numbers.
To select multiple non-adjacent rows/columns, hold down while you click on the column

letter/row number.

Selecting an Entire Worksheet

You can select every cell on a worksheet (including all the blank cells) by clicking at the top left
corner:

Click here to select
the entire worksheet.

ﬂ‘-l(hm-hwh)l—‘ﬁ

A B C D
Month:|  May
Actual Budget Variance
Overheads:| £5,865| £6,000 £135
Materials:| £1,578| £1,500 -£78
Other Goods/Services:| £1,079| £1,000 -£79
Colewct, £2 A81] _e£4 nnn £EAQ

\_

B
LEo®NouswNe)

A B & D
Month:| May
Actual Budget Variance
Overheads:| £5,865| £6,000 £135
Materials:| £1,578| £1,500 -£78
Other Goods/Services:| £1,079| £1,000 -£79
Salaries:| £3,451| £4,000 £549
Depreciation: £527 £700 £173
Total: | £12,500( £13,200| £700
Py

If you press + A here, Excel

selects the entire worksheet.

You can also press + A to select either the entire worksheet or the curreh
region of data:

A B C D

1 Month:|  May

2

3 Actual Budget Variance
4 Overheads:| £5,865| £6,000 £135
5 <p Materiols:| £1,578 £1,500 -£78
6 | Othef Boods/Services:| £1,079| £1,000 -£79
7 Salaries:| £3,451| £4,000 £549
8 Depreciation: £527 £700| £173
9 Total:| £12,500| £13,200 £700

10 [ =

[

If you press + A here, Excel

looks for surrounding blank cells

and selects the “used” cells area. j

© Copyright 2025
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De-Selecting Cells

To de-select, all you have to do is click the mouse on a different worksheet cell or press one of the
cursor movement keys like [—9 ], [<€=], [ ¥ ] or [ 4 | to move to a different cell.

A B C D A B C D

1 Month:|  May 1 Month:| May

2 2

3 Actual f Budget Variance 3 th, | Actual Budget Variance
4 4

5 Overheads: £5,Sﬁj £6,000 £135 5 Overkeads: | £5,865| £6,000 £135
6 Materials: £1,57# £1,500 -£78 b Mateyials:| £1,578| £1,500 -£78
7 | Other Goods/Services: £1,079 £1,000 -£79 7 Other Goods/Services:| £1,079| £1,000 -£79
8 Salaries: £3,4$1 £4,000 £549 8 Salarigs: | £3,451| £4,000 £549
9 Deprecigtion:|  £527|  £700|  £173 9 Depreciation: | £527| £700]  £173
10 10

11 | £12/500] £13,200] £700] 11 Total: | £12,500] £13,200]  £700]
12 19

These 3 ranges are currently selected... .. by clicking here, they are de-selected.

Using the Keyboard to Select Cells

There are many keyboard shortcuts for selecting cells.

The table below summarises the main

ones:

Key(s) What they do

@ + any of the Extends the current selection one row or column in the appropriate

arrow keys direction.

+ EI +any | Selects from the active cell to the end of the current region of cells

of the arrow keys in the appropriate direction.

[ ctrl | + [ Space Bar | Selects an entire column.

[ | +[Space Bar | Selects an entire row.
Selects all the cells in the current region — if you have a cell

+ A selected within a block of data this will select the whole block of
data, otherwise it will select all the cells on the worksheet.

© Copyright 2025 A | WiseOwl Page 24
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What we do!

ETS Advanced Systems /

training training consultancy

Microsoft Excel ?
VBA macros ?
Office Scripts ?

m

Microsoft Access

Power BI and DAX

| ]
i
g

Power Apps E“

Power B, etc

g
]

Power Automate (both)

SQL ? E_‘{ &_J
a;) Reporting Services j E g
g Report Builder j E ¥
- I — I
g Integration Services &_“ g &_A

Analysis Services ?

Visual C#

VB programming

MySQL

Python
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