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TEXT WRAP
If your text is too large for the column and you don’t want it any wider or to insert another row you can use wrap text. To wrap text select Format-Cells-Wrap text.
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BORDER FORMATS

Highlight the designated cells and click on Format-Cells

Click on the Border tab and the Outline button then click on the border style you prefer.
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Then to change the border colour click on the colour tab and click on the colour you want.
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USING THE Auto Fill HANDLE

Excel can produce Days and Months in either full or abbreviated form. To produce a numerical sequence you need to select two cells before you drag the AutoFill handle so the sequence can be established.
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COPYING FORMULA

When copying Formulae and Functions by using the AutoFill handle you may wish to have the formula always refer to a given cell rather than update. To do this you can use a dollar sign in your formula as below.
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Notice how the cell references always update unless a dollar sign is used then the reference remains constant.

RENAMING A TAB

To rename a Tab, point to it and double click. The tab will be highlighted so enter your new sheet name.
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COPYING A WORKSHEET

To make a copy of a worksheet within the same workbook point to the tab, hold down the Control key, click and hold your finger on the left-hand mouse button then drag to the right.

Release the mouse button and then the Control key and you have a copy of the worksheet.

Double-click the tab and change the tab name.
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Notice the small cross, which shows you are making a copy, whereas it doesn’t appear when you click and drag a tab to change the order of your worksheets.
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