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Let’s start with a story…

S
usan McCullers dreads the end of the workday. It’s not that she doesn’t  
want the day to end – no, she looks forward to returning to her family.  
It’s that once the executive she supports has finished the day,  

she has to complete the day’s log – and that feels like it never ends.

She types over 80 wpm, but when she’s in front of Excel, she feels like  
she’s pecking at each key. It’s inefficient, tedious and frustrating.  
And that’s on a good day!

Today isn’t one of those days. Her boss has asked her to collect sales information 
as well, and the numbers seem to swim before her eyes. Everyone’s already gone 
home, the office lights have automatically turned off twice, and she’s still squinting 
at the screen trying to get her data in order.

The new sales info needs to go in a new spreadsheet and has so much data,  
she just opens it up into a new workbook. It seems so time-intensive!  
Why do so many people use this program? After hours of frustration  
(and three calls from her family), she finally throws the completed files  
in an email to her boss and heads home.

The next day, she comes in to a fresh email from her boss with all these notes.  
He wants it all in one workbook, he wants certain data here and other data there, 
and he wants a new row to account for new information that came in overnight. 

Susan honestly wants to shout, but she doesn’t. She briefly considers deleting  
the email – “I lost it in spam.” Finally, she decides she’ll do some research.  
There has to be a better way!
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There is, and she finds it. It takes her hours of research and a couple  
of questions to the folks in finance that use Excel all the time,  
but she collects several pages worth of notes. Now she’s almost looking 
forward to that evening, when she can start trying these interesting  
shortcuts and strategies.

And she’s right – that evening, she finishes in no time. She’s got those notes 
right up on her desk, right next to her computer, but before too long  
she’s zooming through spreadsheets with ease – she doesn’t even need  
to check. If only she’d learned this stuff earlier! If only she’d had training.

It’s astounding how much difference it makes. She gets home right after  
work ends every night. Her boss comments that she seems more chipper  
in the mornings – and then adds another spreadsheet to her workload.

She nods and smiles. “I can handle that.”

Let’s look over her shoulder and see what she learned. 
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1. How to Use Auto Fill 
The auto-fill tool allows Susan to fill in a sequence of numbers without 
typing in each one. She selects the cell and put her cursor in the corner  
so it turns into a plus sign. Then, holding down the left mouse button,  
she drags the cursor down over all applicable cells.

Let’s use this example of Susan filling in the day’s meeting logs.  
Instead of individually typing out each hour of the day,  
she can use Auto Fill:

She clicks the plus sign in the lower right corner of the cell:

Drags it down and when she lets go of the button…

It fills in automatically! This saves her the trouble of typing  
them all in one by one
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She can also do this for a series of dates if she has a daily recurring  
meeting to note.

2. Insert a New Worksheet
Remember how Susan was frustrated because her boss wanted  
her to include all info in the same workbook? Well, she was over-looking  
a tiny button on the bottom left of her screen.
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When she clicks, Excel adds another sheet like a tab in an internet browser.

In fact, she doesn’t even have to touch that button to add the second sheet 
– if she held CTRL and pressed F11 at the top of her keyboard, she could add 
another sheet without moving her mouse.

(via Wikimedia) https://upload.wikimedia.org/wikipedia/commons/3/37/ANSI_Keyboard_Layout_Diagram_with_Form_Factor.svg
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3. Switching Worksheets
To switch worksheets, she can always click back and forth between  
the names at the bottom, but that can be annoying to move  
the mouse down there, find the sheet, and move the mouse back  
to where she wants to go.

Instead of spending that time, she just holds CTRL and presses  
Page Down (PgDn) to go to the right, and CTRL + Page Up (PgUp)  
to go to the left. On many keyboards, those keys can be found  
where highlighted below.

Now she’s switching between worksheets like a pro!
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4. Navigating Data Ranges
That sales tracking sheet is huge, and she hates having to scroll  
up and down as well as left and right when she knows where she’s trying  
to go. Luckily, there are keyboard shortcuts to navigate within sheets as well.
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That’s a lot of data! To get to the beginning, she holds CTRL and presses 
HOME. That jumps her straight to the first filled cell.

CTRL + HOME 
to jump to 
 first cell 
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That will always take her to the first filled cell, no matter  
where she is in the worksheet. If she wants to go to the end,  
she uses CTRL + END.

CTRL + END 
to jump to 
last cell 
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5. Create a Multi-Line Entry
Every time Susan tried to fill out a cell for when her boss was meeting 
multiple people, she kept accidentally leaving the cell when she really  
wanted each name on its own line within the cell.

This shortcut can make this pretty easy. Susan starts by double-clicking 
within the cell so she can edit the text.

Then she holds ALT and presses ENTER.
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She can do this as much as she likes to fill in all names.

When she finishes, a regular ENTER gives her big line with all the names!

That looks much better than what she had to do before.

6. The Best Way to Move  
a Range of Cells
When working on the sales tracking sheet, Susan accidentally started  
March right under February, while her boss prefers a new column  
for each month.

She selects the cells she wants to move all in one group

Then, as you can see above, she hovers her cursor right over the edge  
so that it turns into arrows. Note that she’s not hovering over the lower  
right corner, which is exclusively for auto-fill functions.
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She then drags her cursor so the green box outlines the place  
she wants the data to land.

When she lets go, all her data is in the right place.

This is the quickest way to move cells short distances. If she’s trying  
to move across sheets, however, she just selects the data again,  
and presses CTRL + X (“Cut”). This puts a dotted line around  
the selected area.
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Then she selects the first cell of the area she’d like to put the data…

And presses CTRL + V (“Paste”)

She found those keys on her keyboard as highlighted below:
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7. Quickly Insert and Delete  
Rows & Columns
When she was looking over her work, Susan realized she forgot  
an important column in the sales tracking sheet –  
and that column needed to be between ‘Sales Total’ and ‘Goal’!  
She knows how to move those things over to make room,  
but there’s a way to insert without that trouble.

She right clicks the column letter, just to the right  
of where she wants the new column.
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When she clicks Insert a new column appears!

Now she just has to name the column and add her data. She can do the 
same thing if she wants to add a row – for instance, if she wants to insert  
a meeting in the middle of the day. She just right clicks under where she 
wants the new row to appear…

And clicks ‘Insert’!



7 Time-Saving Excel Tips for Beginners

PAGE 18

C O N Q U E R  T H E  F E A R  O F  E X C E L

Excel can be frustrating, and the learning curve can be steep  
– but it can be conquered. 

 
Susan’s got a better view of her daily duties, and has since 

become invaluable to her boss – and more available to her family.

Some of these strategies save seconds, and that time can  
add up fast, especially when you’re frustrated! 

Before long you’ll be navigating Excel like a pro.
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We hope you enjoyed this free guide, 
and don’t forget to check out other 
free resources and great  
training programs at:

LEARNEXCELNOW.COM

Looking for more training  
for new users? 

Click here to check out our  
Excel Foundations program

Have questions or want more information? 
Please email us at: questions@learnexcelnow.com

www.learnexcelnow.com

