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About the free preview edition
About the book
This free preview edition of “Power Tips for Microsoft Excel” gives you a glimpse of what is 
inside the full edition.  You are welcome to keep this copy and share it with as many people 
as you want as long as you don’t modify any of the contents.

Try out the Excel tips
We hope you find the selection of tips in this preview edition are useful. There are many 
more tips in the full edition and these include:

• More great tricks for using the mouse for effectively

• Even more tips for doing faster and more accurate data entry

• Learn how to use Excel’s built-in lists, as well as create your own custom lists

• Create drop down menus with Excel’s built-in features

• Learn how to cascade your drop down menus

• Why you should use data validation, and some practical examples

To really boost your learning speed and retention you should watch an experienced Excel 
user put the written steps into practice. A good way to do this is to buy the Premium edition 
of “Power Tips”, which comes with video tutorials. Simply seeing the tips in action can help 
you understand and remember how to use the tips.

Learn more about the full product on the Launch Excel Store

MICROSOFT EXCEL POWER TIPS EBOOK	
 	
 WWW.LAUNCHEXCEL.COM

MICROSOFT EXCEL POWER TIPS EBOOK	
 	
 PAGE 3 OF 27

Feel free to share 
this preview 
edition with as 
many people as you 
want, as long as 
you do not modify 
it in any way.

Visit the Launch Excel Store by clicking here.

http://www.launchexcel.com
http://www.launchexcel.com
http://www.launchexcel.com/products/
http://www.launchexcel.com/products/


Mouse Tips & Tricks	
 5

__________________________________Section 2 – Working with Worksheets	
 6

___________________________________________Section 6 – Cell Range Tricks	
 9

Excel Data Entry	
 19

__________________________________________Section 2 – Excel Can Speak !	
 20

________________________________Section 4 – Keep Data Headings Visible	
 22

Get the full version for more tips ...	
 27

LAUNCH EXCEL © 2012	
 	
 WWW.LAUNCHEXCEL.COM

Contents

http://www.launchexcel.com
http://www.launchexcel.com


Mouse Tips & Tricks
Everyone should learn some tricks in Excel. I’ve used Excel for over 10 years and some of 
the coolest tricks I know are the simplest to learn.

Little tricks can help you become a more powerful Excel user as they simplify and speed up 
your work.  There is a cool range of mouse tips and tricks you will discover in this preview.

Remember that there are many more tips in the full edition of Power Tips.

• Need to quickly rename a worksheet? Simply double click

• Have a lot of worksheets? Use the right click to show worksheet list

• How to select adjacent and non-adjacent worksheets

• Select, swap and copy cell selections fast

• How to quickly copy a range of formulas and paste as values using the mouse

Like the preview edition of Power Tips? Remember to share it 
with your friends and colleagues via e-mail and social media. 

Here is the download link you can share:
http://www.launchexcel.com/power-tips-for-excel-preview
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Section 2 – Working with Worksheets

Trick 3. Double click to rename worksheet

Simply double click on a worksheet name to rename that worksheet.

There’s no need to right click on the worksheet then select “Rename Sheet”.

It’s only a small time saver but it makes the renaming process much faster if you are doing 
this over many worksheets. I find it helps me to keep my mind focused on more important 
things like what I’m actually going to do on the worksheets after I have renamed them.

Bonus: Keyboard shortcut to create new worksheet and rename

If you like keyboard shortcuts, try this combination to create a new worksheet then rename 
it quickly without touching the mouse at all:

SHIFT + F11 (create a new worksheet)

ALT ➜ H ➜ O ➜ R (rename worksheet)

Type in the new name

Press ENTER to accept the change, or ESCAPE to cancel the renaming process
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Trick 4. Right click to show worksheets list

Click your right mouse button anywhere over the arrow icons just to the left of the sheet 
names.

The worksheets in your workbook are displayed and you can go to any of them without 
having to scroll to it individually.

This is helpful when working in workbooks with many worksheets.

If you have more than 16 worksheets, Excel will show you the first 16 worksheets and give 
you an option to view the rest by clicking on “More Sheets…”
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Trick 5. CTRL + Click to select nonadjacent worksheets

You can select many worksheets by clicking on the first one, holding the CTRL key, then 
clicking on the second, third, fourth etc., all while holding the CTRL key.

The sheets don’t need to be next to each other, and you can select them in any order you 
want.

The first sheet you select will always remain selected, but you can deselect a sheet by 
clicking on it again. So if you went too far and selected four sheets instead of three you can 
simply click on the fourth sheet to deselect it (all while holding down the CTRL key).

Once you group sheets using the CTRL key you can apply an action to them all at once.

Say you have selected four worksheets using the CTRL key, you can change them all to a red 
sheet color and reposition them together all at once.

Trick 6. SHIFT + Click to select adjacent worksheets

Similar to trick 5 but instead of clicking on sheets separately, you first select one sheet, hold 
down the SHIFT key, then click on the second sheet.

All sheets from the first sheet to the second sheet will be grouped together.

Again you can apply actions to all the grouped sheets in one go, which saves time if you need 
to change the color of many sheets or reposition many sheets.

Note:

Unfortunately you cannot combine tricks 5 and 6 with the worksheets list from trick 4 
“Right click to show worksheets list”. You can only select one sheet after showing the 
worksheets list.
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Section 6 – Cell Range Tricks

13. Edit Cell Ranges in Formulas

Use the mouse to edit cell ranges in a formula after pressing F2 to edit the formula.

1. Click	  on	  the	  cell	  with	  the	  formula	  you	  want	  to	  edit.
2. Press	  F2	  to	  edit	  the	  formula.
3. Excel	  shows	  you	  colored	  borders	  around	  each	  range	  in	  that	  formula.	  You	  can	  simply	  select	  a	  

range	  by	  clicking	  its	  border,	  then	  you	  can	  start	  dragging	  and	  resizing	  it.
4. Press	  Enter	  to	  accept	  the	  changes,	  or	  Escape	  to	  cancel.
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14. Jump to furthest row or column

Double click on cell border to jump to furthest row or column.

1. Select	  a	  cell	  in	  your	  data	  table
2. Double	  click	  on	  the	  cell	  border	  in	  the	  direcAon	  you	  want	  to	  go

(up,	  down,	  leC,	  right)
You can press and hold the SHIFT key to make a selection when jumping. You can also 
select a region of cells, press and hold SHIFT then double click on a border to make the 
jump. In this screenshot rows 3 to 8 will be selected from Category to Commission.
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15. Fast range selection (SHIFT + Click)

Quickly select a range of cells by holding down the SHIFT key.

1. Select	  the	  first	  cell.
2. Press	  the	  SHIFT	  key	  and	  keep	  it	  down.
3. Select	  the	  second	  cell.
4. Your	  selecAon	  gets	  extended	  to	  the	  second	  cell.
After clicking on the second cell you can always change your mind, as long as you keep the 
SHIFT key down. Just select another cell and the range will automatically resize.

This method is useful when you want to select a range of cells that does not fit nicely on 
one screen.

1. Select	  the	  first	  cell.
2. Scroll	  down	  /	  right	  using	  the	  scroll	  bars	  and	  find	  the	  second	  cell.
3. Press	  the	  SHIFT	  key	  and	  keep	  it	  down.
4. Select	  the	  second	  cell.
5. Your	  selecAon	  gets	  extended	  to	  the	  second	  cell	  (and	  your	  first	  cell	  is	  sAll	  off-‐screen)
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16. Complex range selection (CTRL + Click)

Select multiple cells in a complex pattern by holding down CTRL while clicking (or pressing 
SHIFT + F8 to toggle the multiple selection mode on and off)

1. Select	  a	  cell	  or	  range	  of	  cells.
2. Hold	  the	  CTRL	  key	  (or	  press	  SHIFT + F8	  once)
3. Click	  to	  select	  further	  cells	  or	  ranges	  of	  cells...
4. …	  and	  so	  on	  as	  many	  Ames	  as	  you	  want.
5. Every	  cell	  or	  range	  you	  select	  gets	  added	  to	  your	  selecAon.
6. Let	  go	  of	  CTRL	  key	  when	  finished	  (or	  press	  SHIFT + F8	  once)
After selecting multiple cells you can change the cell formatting, number format, formulas all 
in one go. You can also copy and paste your selection.

If you want to change formulas in a multi-cell selection you should enter the formula then 
press CTRL + Enter. If you just press Enter the formula is written in the active cell, not 
the selection.

One limitation is that you cannot deselect cells using this method, you need to start over if 
you select a cell you didn’t want to select.
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17. Move selected range by dragging border

Move your selected range of cells by dragging the dark outside border.

1. Select	  a	  range	  of	  cells	  you	  want	  to	  move.
2. Move	  your	  mouse	  pointer	  over	  the	  border.
3. The	  mouse	  pointer	  changes	  to	  4-‐way	  arrows	  ➜	  
4. Click	  the	  border	  with	  the	  leC	  mouse	  buPon.
5. Drag	  the	  border	  and	  it	  moves	  to	  follow	  your	  mouse	  pointer.
6. Release	  the	  leC	  mouse	  buPon	  when	  you	  have	  found	  the	  right	  posiAon.	  This	  moves	  the	  selected	  

range.
When you release the left mouse button, the selected range is moved to the new position.

Any formulas or values that were there before will be overwritten by the selection you 
dragged over.

This does not overwrite worksheet objects such as shapes and charts, it only overwrites the 
content of cells.
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18. Swap selected cell ranges fast

Quickly swap the position of cell ranges using SHIFT + Drag:

1. Select	  a	  range	  of	  cells	  you	  want	  to	  move.
2. Move	  your	  mouse	  pointer	  over	  the	  border.
3. The	  mouse	  pointer	  changes	  to	  4-‐way	  arrows	  ➜	  
4. Click	  the	  border	  with	  the	  leC	  mouse	  buPon.
5. Hold	  the	  SHIFT	  key	  and	  drag	  the	  border.	  You	  will	  see	  it	  move	  to	  follow	  your	  mouse	  pointer.
6. A	  light	  gray	  inserAon	  marker	  shows	  where	  the	  range	  will	  be	  inserted	  (this	  will	  either	  appear	  

between	  columns	  or	  between	  rows	  depending	  on	  the	  mouse	  point	  posiAon).
7. Release	  the	  leC	  mouse	  buPon	  when	  you	  have	  found	  the	  right	  posiAon.	  This	  inserts	  the	  selected	  

range.
This is great for swapping the order of rows and columns. Play around with it to find out 
how it works. 

Trick 18 is one of my favorites. I came across it totally by accident because I was holding 
down the SHIFT key instead of the CTRL key (see trick 19).

You can combine tips 18 and 19 to insert a copy of your range. Select your range, then hold 
both CTRL + SHIFT and drag to insert a copy and keep the original.
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19. Copy selected cell ranges fast

Quickly copy a range of selected cells by holding down the CTRL key while dragging the 
dark outside border.

1. Select	  a	  range	  of	  cells	  you	  want	  to	  move.
2. Move	  your	  mouse	  pointer	  over	  the	  border.
3. The	  mouse	  pointer	  changes	  to	  4-‐way	  arrows	  ➜	  
4. Click	  the	  border	  with	  the	  leC	  mouse	  buPon.
5. Hold	  the	  CTRL	  key	  and	  drag	  the	  border.	  You	  will	  see	  it	  move	  to	  follow	  your	  mouse	  pointer,	  

which	  has	  a	  +	  sign	  next	  to	  it.
6. A	  light	  gray	  inserAon	  marker	  shows	  where	  the	  range	  will	  be	  copied.
7. Release	  the	  leC	  mouse	  buPon	  when	  you	  have	  found	  the	  right	  posiAon.	  This	  copies	  the	  selected	  

range.
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20. Convert formulas to values

Use the right mouse button to drag the selection border away from the original selection 
then back again. 

When you release the right mouse button you are presented with options: choose to Copy 
here as Values Only.

Here’s the 6-step process:

1. Select	  a	  range	  of	  cells.

2. Click	  the	  selecAon	  border	  with	  the	  right	  mouse	  buPon.
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3. Keep	  the	  right	  mouse	  buPon	  pressed,	  and	  drag	  one	  column	  to	  the	  right.

4. Keep	  the	  right	  mouse	  buPon	  pressed,	  and	  drag	  back	  into	  the	  original	  posiAon
5. Release	  the	  right	  mouse	  buPon	  and	  you	  see	  some	  opAons.
6. Select	  ‘Copy here as values only’
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Converting a whole column or row of formulas is fast using this mouse method once you 
practice it a few times.

Note on Keyboard Shortcuts for Trick 20

Keyboard enthusiasts will say it’s faster to convert formulas to values with keyboard 
shortcuts, and I’m not going to argue as I am also a keyboard enthusiast!

Ignore the next bit if you don’t like keyboard shortcuts. 

Where you see CTRL + ALT + V to paste special this is available in Excel 2010 - in earlier 
Excel versions use the key combination ALT ➜ E ➜ S ➜ V

To replace the whole column with values:

1. CTRL + Space	  to	  select	  the	  whole	  column
2. CTRL + C	  to	  copy
3. CTRL + ALT + V	  to	  bring	  up	  the	  paste	  special	  dialog	  box
4. V	  to	  select	  paste	  as	  values
5. Enter	  to	  close	  the	  paste	  special	  dialog	  box

To replace the whole row with values:

1. SHIFT + Space	  to	  select	  the	  whole	  row
2. CTRL + C	  to	  copy
3. CTRL + ALT + V	  to	  bring	  up	  the	  paste	  special	  dialog	  box
4. V	  to	  select	  paste	  as	  values
5. Enter	  to	  close	  the	  paste	  special	  dialog	  box

To replace the current region with values:

1. CTRL + SHIFT + 8	  to	  select	  the	  current	  region
2. CTRL + C	  to	  copy
3. CTRL + ALT + V	  to	  bring	  up	  the	  paste	  special	  dialog	  box
4. V	  to	  select	  paste	  as	  values
5. Enter	  to	  close	  the	  paste	  special	  dialog	  box
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Excel Data Entry
In this chapter we look at data entry and check out some important tips and shortcuts that 
everyone using Excel should learn.

You’ll find these data entry tips handy whether you work with short to-do lists, stacks of 
survey results or a prolific pile of personnel data. You’ll get more effective at entering data.

Remember that you will find even more data entry tips in the full edition of Power Tips.

In this preview edition we show you how to:

• Get Excel to speak to you

• Freeze Panes

• Split Windows

• Use Excel Tables (Excel 2007+)

Like the preview edition of Power Tips? Remember to share it 
with your friends and colleagues via e-mail and social media. 

Here is the download link you can share:
http://www.launchexcel.com/power-tips-for-excel-preview
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Section 2 – Excel Can Speak !

Tip 6. Get Excel to speak to you
The problem

If you find yourself transferring numbers from paper to Excel or from a graphical PDF 
document to Excel, you might try using OCR (optical character recognition) but often the 
resulting file is error filled and formatted in such a way that it would take you longer to fix 
the errors and formatting than to just type in the numbers manually.

The solution

It’s possible to make the process of manually typing numbers less error-prone by getting 
Excel to speak to you as you type.

This is one of my favorite tips for data entry. Rather than constantly switching from the Excel 
to the data, then back again to Excel, using Speak Cells on Enter means you can keep 
entering data and let Excel tell you whether you got it right or not.

To use this command you need to add a custom button to the Quick Access Toolbar (Excel 
2007 / 2010)

1. Right-‐click	  the	  Quick	  Access	  Toolbar	  (QAT)
2. Choose	  Customize	  Quick	  Access	  Toolbar
3. set	  “Choose	  commands	  from:”	  to	  “Commands	  Not	  in	  the	  Ribbon”
4. Click	  in	  the	  list	  of	  commands	  and	  press	  the	  S	  key	  to	  go	  to	  commands	  beginning	  with	  S
5. Scroll	  down	  to	  the	  Speak	  commands
6. Select	  “Speak Cells on Enter”	  and	  Add	  it	  to	  your	  Quick	  Access	  Toolbar
7. You	  can	  reposiAon	  it	  where	  you	  want	  using	  the	  Up	  /	  Down	  arrow	  keys
8. Click	  OK	  to	  save	  the	  se]ngs	  or	  Cancel	  to	  reject	  the	  changes
Press the button “Speak Cells on Enter” to start speaking as you enter data and press it 
again to stop Excel speaking.
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Get Excel to 
say numbers
Make the process of manually 
typing numbers less error-prone 
by getting Excel to speak to you 
as you type.

You’ll have your very own 
personal proof-reader.

http://www.launchexcel.com
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The Speak Cells on Enter feature is accompanied by several related features that you can 
play with:

• Speak Cells / Stop Speaking Cells

• Speak Cells by Columns

• Speak Cells by Rows

Hey! Excel doesn’t stop talking!

Tip: If you work in an office with other people, put headphones on to stop annoying 
everyone within earshot of your computer!
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Have Fun with Excel

Here are two ideas on what to do 
with the Excel Speak feature when 
you’re bored with data entry:

Idea 1 - Paste numerous children's 
poems into cells and get your child, 
preferably aged 4 - 6, by the computer 
and ask him/her to hit the Enter-key 
when the computer finishes each 
poem. (This tip comes from Excel 
Trainer Rob Wantling - thanks Rob)

Idea 2 - Here is a prank or April 
fool’s joke you can play if someone 
leaves their computer unlocked.

Add the button “Speak Cells on 
Enter” to the Quick Access Toolbar 
and turn on the feature. 

Remove the button “Speak Cells on 
Enter” from the Quick Access Toolbar 
but don’t turn off the speech feature. 
When they get back to their 
computer they won’t know how to 
stop Excel speaking – unless of 
course they know how to find this 
well-hidden command!

Put them out of their misery – and 
recommend they buy a copy of this 
Ebook from www.launchexcel.com!
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Section 4 – Keep Data Headings Visible

Tip 8. Freeze Panes

The Freeze Panes command lets you freeze parts of a worksheet, usually column and row 
headings, so that you can scroll to other parts of the worksheet while the headings stay 
visible.

How to Freeze Panes in Excel 2007 / 2010:

1. PosiAon	  the	  acAve	  cell	  based	  on	  what	  you	  want	  to	  freeze.
2. On	  the	  Excel	  Ribbon	  choose	  VIEW	  ➜	  FREEZE	  PANES
3. Select	  from:	  (a)	  Freeze	  Panes,	  (b)	  Freeze	  Top	  Row,	  (c)	  Freeze	  First	  Column
4. You’ll	  know	  the	  command	  has	  worked	  when	  you	  can	  see	  a	  thin	  black	  line	  that	  separates	  the	  

different	  secAons.
5. When	  you	  scroll	  down	  and/or	  right	  you	  will	  see	  that	  the	  columns	  above	  and	  rows	  to	  the	  leC	  of	  

where	  you	  selected	  to	  freeze	  panes	  will	  remain	  fixed.
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Data Headings
When you have data that 
doesn’t fit a single screen you 
need to find a way to keep your 
data headings in view while you 
scroll up and down.

Excel gives you at least 3 ways 
to keep your data headings 
visible:

• Freeze Panes (Tip 8)
• Split Window (Tip 9)
• Excel Table (Tip 10)
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Keyboard Shortcuts
In Excel 2007 / 2010 you can also use the keyboard shortcut
ALT ➜ W ➜ F ➜ F to freeze panes.

Two thin black lines separate the different frozen panes, one is to the right of column C and 
one is below row 3. These disappear when you unfreeze panes.

CTRL + HOME
Usually when you are in any worksheet, pressing CTRL + HOME takes you to cell A1.

But With Freeze Panes active, pressing CTRL + HOME takes you to the cell just below and 
to the right of the black freeze pane lines. You can use your arrow keys or click your mouse 
to access cells inside the frozen panes.

To unfreeze panes from the Ribbon, choose VIEW ➜ FREEZE PANES ➜ Unfreeze Panes
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Freeze Panes with the keyboard 
shortcut ALT ➜ W ➜ F ➜ F
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9. Split Window (ALT ➜ W ➜ S)

You split the worksheet window into separate panes and scroll the worksheet in each pane 
to help you compare data from two separate places on the same worksheet.

How to Split the Window in Excel 2007 / 2010:

1. PosiAon	  the	  acAve	  cell	  based	  on	  where	  you	  want	  to	  split	  the	  window.
2. On	  the	  Excel	  Ribbon	  choose	  VIEW	  ➜	  SPLIT	  (this	  is	  a	  toggle	  buPon,	  so	  to	  turn	  off	  SPLIT	  you	  just	  

click	  the	  same	  buPon	  again)
3. You’ll	  know	  the	  command	  has	  worked	  when	  you	  can	  see	  a	  think	  gray	  divider	  that	  separates	  the	  

different	  secAons.
In Excel 2007 / 2010 you can use keyboard shortcut ALT ➜ W ➜ S to toggle split window.

You can also make the panes in a workbook window disappear by double-clicking anywhere 
on the split bar that divides the window. 

And you can reposition the split bar by dragging it to a new position.
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Split Windows is similar to 
freeze panes but gives you more 
flexibility.

Split Window with the keyboard 
shortcut ALT ➜ W ➜ S
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10. Use Excel Table (CTRL + T to add table)

Tables were introduced in Excel 2007 as an extension to Lists, and they are one of the most 
significant new additions to Excel 2007.  A Table is similar to a range but includes many new 
features.

Among my favorite features of Tables are:

• Tables will dynamically grow and shrink as you add more rows of data, so you can create 
a chart from the Table and have the source range dynamically grow and shrink without 
writing any complex formulas. When you get to the last cell in the table press TAB to 
automatically create a new row. And you can add an automatic Total Row to any Table.

• You can quickly customize the Table style to include banded rows and banded columns, 
again without any tricky conditional formatting formulas.

• Each Table has its own set of filters, which means you can have multiple filters on one 
worksheet. In previous versions of Excel with the AutoFilter feature, you could only 
apply one set of filters on any one worksheet.

• Excel 2010 introduced “search” as a way to interact with filters. Excel users sometimes 
work with huge data tables and these were difficult to explore in previous versions of 
Excel as all the items of the filter field were displayed in the filter dropdown. In Excel 
2010 you simply type in a search term and can quickly explore the data set based on 
searching for your desired term instead of selecting or deselecting items.

Shortcuts for Tables

You can use the shortcut CTRL + T to insert a Table. Alternatively type ALT ➜ N ➜ T.

To insert a row use CTRL + or press Tab in the last cell to add a new row at the end.

To delete a row first use SHIFT + Space to select the row then CTRL - to delete it

When you create a formula in a blank column within a Table Excel will autofill the whole 
column with your formula. And every new column is automatically given a column header.
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Excel 2007 introduced Tables as 
extensions to Lists and they 
offer many great features:

• Dynamic resizing
• Toggle automatic totals
• Quickly create banded 

rows / columns

Excel 2010 added an interactive 
“search” filter to help you 
explore large data sets.
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Why talk about Tables in this Section about Keeping Data headings visible?

The nice thing about Tables is that they allow you to keep your column headings in view at 
all times when you scroll down past the first screen of data.

When you view a large Table that does not fit on one screen, you start off at the top of the 
table with no difficult reading the column headings because they are in the visible part of 
your spreadsheet. In this screenshot column headings are on row 3: 

But what happens when you scroll down? Yes the column headings are kept in view.and they 
actually appear in place of the normal Excel column headings A, B, C, D, E, F and so on.

MICROSOFT EXCEL POWER TIPS EBOOK	
 	
 WWW.LAUNCHEXCEL.COM

CHAPTER 2: EXCEL DATA ENTRY	
 	
 PAGE 26 OF 27

Tables allow you to keep column 
headings in view at all times.

They are also a great way to 
maintain source data for Pivot 
Tables.

Note	  that	  you	  must	  select	  a	  cell	  inside	  the	  
Table	  for	  this	  to	  work.	  Once	  you	  click	  
outside	  the	  Table	  the	  normal	  Excel	  column	  
headings	  return.
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Get the full version for more tips ...
Hello - you’ve reached the end of the sample preview edition.
I hope you enjoyed this free preview.  I invite you to share this preview edition with as many 
people as you want via e-mail and social media. Here is the download link to share:

http://www.launchexcel.com/power-tips-for-excel-preview

Drop by the Launch Excel Store to pick up the full version.
After trying out the tips in this free preview edition you should find that your productivity in 
Excel is improved. But don’t forget that Microsoft Excel is an incredibly flexible and powerful 
platform for creating analysis and models, and there is always more for you to learn.

To continue your learning journey,  we recommend you buy a copy of the Premium edition 
of “Power Tips” from the Launch Excel store. The Premium edition has video tutorials to give 
you a richer learning experience, and also comes with a progress checklist to help you track 
which tips you have learned.

Find out more about the full product at the Launch Excel Store today:

Visit the Launch Excel Store by clicking here.

	
 	
 	
 Cheers and here’s to your progress in Microsoft Excel!
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“Head over to the 
Launch Excel Store 
and pick up the full 
edition.”
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