
Excel #1 revised 6/6/2007 

intro to Excel: dynamic, digital spreadsheet 
 

cells, columns, and rows 

inserting and deleting columns and rows 

clear vs. delete 
 

tab and enter 
 

selecting  

cells  

columns 

rows 

select all  
 

formatting cells, columns, and rows 

undo (ctrl+z), redo (ctrl+y), format painter 
 

number 

column width 

row height 

aligning text within cells 

horizontal and vertical 

text wrapping  

merging cells 
 

borders and fill  
 

saving 
years of service

0.00

5.00

10.00

15.00

20.00

25.00

30.00

35.00

Salm
on

Wild
ey

Vird
en

Stone

Onin
es

Mille
r
Mille

r

Havila
nd

Sno
ok

Barr
y

Davis

Horba
n

Huen
ers

Bigl
ey

Bull
ard

Parl
ett

e

Stre
ch

Abro
maitis

Franc
is

Fish
er

Cots

Flie
ge

l

Ada
ms

 

cut, copy, and paste 
 

charts 

making charts 

copying and pasting charts into Word 
docs 

 

calculations and formulas 

= 

auto-sum 

relative vs. absolute references 
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