Excel Tips and Techniques

1. How to name a cell.

Click on the cell that you wish to name.

Click in the Name Box at the upper left just above column A.

Type the name of the new cell.  More than one letter or a letter and numbers are okay.  Some letters are reserved and may not be used.

Hit enter.  You may now call the cell by name in any formulas. 

2. How to select every cell.

Click on the blank space in the upper left corner, above the 1 and left of the A.
3. How to show a few more names of recently used files
Select Tools ( Options (General.  Change the recently used file list to as high as nine.

4. How to assign a  macro to  a toolbar button
Select Tools ( Customize ( Commands.  Click Macros in the Commands list.  Drag the custom button to the desired spot on a toolbar.  Don’t like the smiley Face?  Right click on the button, select Change Button Image, and pick one.   To assign a macro to this button, right click, select Assign Macro… and choose a macro.

5. How to make Zoom buttons

This will allow you to zoom in and out.  First make two macros, ZoomIn and ZoomOut.  Here is the code:

Sub ZoomIn()

    Dim Zoomer As Integer

        Zoomer = ActiveWindow.Zoom + 10

    If Zoomer <= 400 Then ActiveWindow.Zoom = Zoomer

End Sub

Sub ZoomOut()

Dim Zoomer As Integer

        Zoomer = ActiveWindow.Zoom - 10

    If Zoomer >= 10 Then ActiveWindow.Zoom = Zoomer

End Sub

When you change button images, make one of  them an up arrow for “Zoom in” and use a down arrow for “Zoom out”.

6. How to get rid of a toolbar button

Select Tools ( Customize ( Commands.  Drag the desired button from the toolbar onto the sheet.  It will be deleted.

Now do item 4 above, “How to assign a  macro to  a toolbar button”.

7. How to enter a  data series

Suppose you want a column that goes –100, -999.9, -999.8, …, 100.  Instead of doing a tedious copy down, try this:

Put the initial value (( 100) in the top cell of your table. Select Edit(Fill(Series….  Click on columns.  Make the step value 0.1 and the stop value 100.  You should see it all fill in.

   7.  How to keep column headers constant when you scroll

Suppose you have a long table with headers for each of several columns.  As you scroll down, you want to keep the headers visible.  Click the first cell in the row below the header.  Select Window( Freeze Panes.  To unfreeze, select Window( Unfreeze Panes.
8.  How to automatically  copy down

Suppose that you are making a T-table.  Column A has the x-data, and the first row of column B (say B2) under the header has the formula for y.  You wish to copy this down easily.  Click off of B2 then click back on it.  See the big white cross?  You don’t want that. Move your cursor to the lower right hand corner of the cell.  When it changes to a thin black cross, double click.  The formula will be copied down.  This may also be done for several columns at once; just select all of them and do the black cross thng.

9. How to move a bunch of cells

Select them.  Move the cursor to the edge, where the white cross changes to an arrow.  Hold down the left mouse button and drag them where you want them.

10. How to speed up macros that calculate a lot of data for cells

You want to speed things up and stop all of that flashing.  Edit your macro (or your procedure) and add this line at the beginning:  

Application.ScreenUpdating = False
11. How to insert a comment

Select the cell, right click, select Insert Comment.  Insert it.  hwne you rest the cursor over the cell, the comment appears.

12. How to make absolute references in a formula ( as opposed to                              relative references) 

Suppose that you type in the formula =A1*E2.  When you copy down, you get:  

	=A1*E2

	=A2*E3

	=A3*E4

	=A4*E5


If you want something to stay fixed (e. g. E2), then hit the F4 key after selecting or typing the cell number and it will change to E$2$, which mean it won’t change when you copy down or across.

	=A1*$E$2

	=A2*$E$2

	=A3*$E$2

	=A4*$E$2


12. How to define your own function using VBA 

VBA is Visual Basic for Applications.  Let’s do a function called Hypot, which, given two legs of a right triangle, returns the hypotenuse.  Right click on the menu toolbar and turn on the Visual Basic toolbar.  Click on the Visual Basic Editor icon, which takes you to the editor. (Shortcut – just type ,< alt> F11) Select Insert(Module.  Now we are ready to type in our function as follows:


function Hypot(a, b as single) as single


Hypot = sqr(a^2 + b^2)


end function

Note how commands are automatically capitalized.  If you misspell a command it won’t change, so not using caps is a debugging tool!  Note that the domains of a and b are single precision numbers, as is the output, which is called Hypot.

Now go back to your spreadsheet (<alt> Q) and let’s test our function.  In any blank cell type = Hypot(3,4) and hit enter.  You should see “5”.  Try non-integers just to make certain that it works.

13. How to name a module.
Suppose that we want to name a module that we have just put some functions in.  We want to call it Functions.  Type < alt> F11, click in the module (probably Module1) to activate it, then click View( Properties Window.  To the right of Name in this window, you can just click and type in your new name.  Now anytime that you want to import this module, you can just open an Excel file that contains it along with your new file and drag it to the new VBA project.

14. How to hide all values in a cell

1. Select the cells that contain the values you want to hide.

2. On the Format menu, click Cells, and then click the Number tab. 

3. In the Category list, click Custom.

4. In the Type box, select the existing codes and press BACKSPACE.

5. In the Type box, type ;;; (three semicolons). 

The hidden values appear only in the formula bar — or in the cell if you edit within the cell — and are not printed. 

   To display hidden values again, select the cells, click the Cells command on the Format menu, and then click the Number tab. In the Category list, click General to apply the default number format. To redisplay a date, a time, or values that have a specific number format, select the appropriate date, time, or number format on the Number tab. 

14. How to do conditional formatting

Suppose that you want to make cells with certain values look different.  For example, in a column of numbers you might want to turn cells that contain a number between 5 and 10 red.

Select the cells to be formatted.  Click on Format (  Conditional Formatting… 

In the window that pops up, specify your conditions.  For our example, we would use cell value is between 5 and 10.  Then click the Format…  button in the popup window. Go to Patterns and click on the red square.  The appropriate cells should automatically show the new formatting.  (Note that “between 5 and 10” includes both 5 and 10.)

15. How to insert line breaks in cells

Suppose you want to have a two-line heading to a column.  When, in your typing, you get to the place where you want to start a new line in the cell, just press <alt> Enter.
16. How to quickly find the biggest number in a bunch of cells

Select the cells that you are interested in, and you will see their sum on the Status bar at the bottom of the screen.  No Status bar?  Then click View(Status Bar.  If you right click on the Status bar, you can select Max, as well as several other nice options.

17. How to use VBA to clear contents of columns of cells

Let’s suppose that you want to clear out the contents of columns A and B.   Here’s the code:

Columns("A:B").Select   


    Selection.ClearContents

  Typically, the columns will have headings that you want to retain.  The easy way to handle this is to just put the headings back after the clearing process.  

18. How to change security
If Excel refuses to run your macros, you probably need to reduce the security level.  Go to Tools(Macros(Security and reduce it from High to either Low or Medium.

19. How to find a matrix inverse

Let’s illustrate with a 3 by 3.  Type in nine numbers (integers are fine) in a square array. in the cells A1 through C3.

Select another square set of cells, e. g. F1 through H3.  Do not hit enter!

type  =MINVERSE A1:C3 and hit  Ctrl Shift Enter.  The inverse of your matrix will appear in the nine selected cells.  You may also do this using the function menu, but I find it more idiot-proof just typing. 

  20.  How to multiply two matrices

Let’s multiply a 2 x 3 times a 3 x 4, which gives a 2 x 4.

Type a 2 x 3 array into cells A1:C2, and type a  3 x 4 array into cells  E1:H3.

Go somewhere and select a 2 x 4 set of cells.  Do not hit enter!

Type = MMULT(A1:C2,E1:H3) and hit Ctrl Shift Enter. The product will appear in the selected cells.  You can also use the function menu and select the cells instead of typing them in.


