
Create a New Spreadsheet
n To create a new spreadsheet: Choose File 

menu > New.  Shortcut: Ctrl-N (Windows)/z-N 
(Macintosh).

About Spreadsheets
A spreadsheet is a grid of rows (designated by 
numbers) and columns (designated by letters). Each 
location or cell on the spreadsheet has a unique 
address made up of its column letter and cell 
number. Example: C4

Row header
Active cell

Column header

 Enter Spreadsheet Data
To enter data into a cell:
1. Click the cell.
2. Type in the data.
3. Press Return or click on another cell.

To cancel an entry,  press the Esc key.

 A cell can contain text, numbers, or formulas.

Edit Spreadsheet Data

Select a cell Click on the cell

Select a range 
of cells

Drag over the cells

Select multiple 
rows or columns

Drag over the row or column  headers

Replace a cell's 
contents

Click on the cell and enter the 
replacement data

Edit data Double-click the cell, edit the data in 
the entry bar, and press Return

Delete data Click on the cell and press the Delete 
key

Clear data & 
formatting

Select the cells and choose Edit menu 
> Clear > All

Use Formulas
Formulas are mathematical expressions which 
perform calculations. Formulas can include 
numbers, mathematical operators (+, -, *, /,  ^) and 
cell references (addresses). Always begin a formula 
with the equal sign (=).

Examples:
=B5+C5 =D52/100
=(F31-20)*B9 =C6^2+C7^2

Move or Copy Data
1. Select the cells you wish to copy 

or move.
2. Point to the border of the 

selection.
3. To Move: Drag the selection to the upper left cell 

of the new location.
To Copy: Hold down Alt key(Windows)/Option 
key (Macintosh) as you drag the selection to the 
upper left cell of the new location.

Fill Data
You can fill a range of cells with the contents of a 
cell or range of cells.
1. Select the cells containing the 

starting data.
2. Drag the fill handle over the 

range you want to fill.
 To increment the target cells by a specified 

amount, select two cells with starting data. The 
difference between the two starting values will 
determine the amount by which the series is 
incremented.
   

Relative and Absolute References
Cell references can be either relative or absolute.

When you enter a cell reference into a formula, the 
spreadsheet automatically treats it as a relative 
reference, one that gives the location of a cell relative 
to the current cell. If you copy, move, or fill a cell 
with a relative reference, the spreadsheet changes the 
reference to reflect the relative position from the new 
cell.

To enter an absolute reference, which will not 
change when you copy or move a formula, type a 
dollar sign ($) before the column or row that you 
want to remain absolute.

Examples:
$A1 (column absolute)
A$1 (row absolute)
$A$1 (column and row absolute)
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Align Data in Cells
1. Select the cell(s) you want to format.
2. Choose Format menu > Cells > Alignment tab, 

then choose the alignment options you want, then 
click OK.

 To make overflow text appear within a selected 
cell, choose Format menu > Cells > Alignment tab, 
then click Wrap Text or Shrink to Fit.

Change the Font
1. Select the cell(s) you want to format.
2. Choose Format menu > Cells > Font tab.
3. Select the font options you want, then click OK.

Specify Numeric Formats
1. Select the cell(s) you want to format.
2. Choose Format menu > Cells > Number tab.
3. In the Category list, click a category, and then 

select the options you want, then click OK.

Duplicate a Format
1. Select a cell that is formatted the way you 

want.
2. Click the Format Painter.
3. Drag over the cells you want to format.

Resize Rows or Columns
1. Position the pointer on the right edge of the 

column or bottom edge of the column heading 
that you want to change.

2. When the pointer changes to 
a double arrow, drag until the 
row or column is the size 
you want.

 If you select multiple rows or columns, they 
will be sized at the same height or width.

 To make the column width fit the contents, 
double-click the boundary to the right of the column 
heading.

Add Cell Borders
1. Select the cell(s) to which you wish to add 

borders.
2. Choose Format menu > Cells > Border,
3. Click one or more buttons to select the borders 

you want, then click OK.

Insert Cells
1. Select the cell(s) that you want to be immediately 

below or to the right of the new cells. Select the 
same number of cells as you want to insert.

2. On the Insert menu, click Cells.
3. Click Shift cells right or Shift cells down, then 

click OK.

 To insert rows (or columns), select the row (or 
column) headers and choose Insert menu > Rows 
(or Columns). 

Delete Cells
1. Select the cells, rows, or columns you want to 

delete.
2. Choose Edit menu > Delete. 
   
Sort Spreadsheet Data
1. Select the cells you want to sort.
2. Choose Data menu > Sort.
3. In the dialog box, specify the column(s) you 

want to sort by and click Ascending or 
Descending for each. 

4. Click OK.

 To sort by the contents of rows rather than 
columns, click Options in the dialog box and 
specify a Left to Right orientation.

Protect Data from Changes
1. Choose Tools Menu > Protection > Protect 

Sheet.
2. Make sure the Contents box is checked, then 

click OK.

 To remove protection choose Tools Menu > 
Protection > Unprotect.
 

 To allow changes to some cells before 
protecting, select the cells, choose Format menu > 
Cells > Protection tab, uncheck Locked, then click 
OK.

Specify the Area to Print
1. Select the cells you want to print.
2. Choose File menu > Print Area > Set Print Area.
3. Choose Print from the File menu.

 To clear the print area, choose File menu > 
Print Area > Clear Print Area.

 To see what the printout will look like, choose 
File menu > Print Preview.

Page Breaks
The spreadsheet automatically breaks pages when 
they are full, but you can automatically add other 
breaks as needed.
1. Select a cell below or to the left of the place 

where you want the page to break.
2. Choose Insert menu > Page Break.

 To clear the page break, select a cell below or to 
the left of the break and choose Insert menu > 
Remove Page Break.
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