
Shortcuts in Excel 
 These commands help you copy or create date quickly.  Often we need the same information or formula in 

different cells.  Excel (or any spreadsheet program) helps us accomplish this quickly in several ways. 

 Shortcut 1:  If you have entered the information already, then it appears when you begin to type the same 

letters.  For example: 

  You type  Ingram in cell A1.  In cell A5 you begin to type Ing       , the computer offers to complete 

the entry   Ingram   .  If you want to repeat Ingram, hit enter.  If you are typing another word, continue to type.  

By offering Auto fill, you don’t have to reenter the same information...Saves on Keystrokes! 

 

 Shortcut 2:  If you want to copy formulas or words into adjoining cells, spreadsheets offer the command 

Fill Right or Fill Down.  These are found under the Edit command.  They work like this: 

 Let’s say we are making a list of all the 5th graders and their homeroom teacher.  We enter Sue Thomas in 

cell A1.  Next to it in cell B1 we enter  Mrs. Sanders.  In cell A2 we enter John Richards   .  Then we enter Martin 

Rogers in A3.  We do this until the entire class is entered.  We go back to cell B1 and make it active.  We highlight 

B1 through the end of the list (in our case, A3).  Go to Edit, Fill Down.  Magic!  Mrs. Sanders is copied to cells B2 

and B3.  The steps are shown on the next page. 

Fig 1       
Sue Thomas Mrs. Sanders 

John Richards   

Martin Rogers   

  

Fig 2 
Sue Thomas Mrs. Sanders 

John Richards   

Martin Rogers   

  

Fig 3 
Sue Thomas Mrs. Sanders 

John Richards Mrs. Sanders 

Martin Rogers Mrs. Sanders 

 
 Shortcut 3: We can also use the Fill Handle to fill the contents of one cell into the adjoining cells. We 

enter Ms. Sanders name one time. We make the cell with Mrs. Sanders the active cell. Then we put the curser on 

the bottom right corner of the active cell (there is a small box there). The curser is now a thin cross.  Click and 

drag across to all the cell you want to fill.  The fill handle also lets us fill a series of information. For instance we 

want to put Monday, Tuesday, Wednesday, Thursday, and Friday at the top of column A through column E.   Simply 

type Monday in A1. Put the curser on the fill handle. Click and drage to E1.  The days of the week will fill into those 

boxes! 

 
 In the above example, we copied the label “Mrs. Sanders” into two other cells.  What if we have a formula 

we want to copy?  For example, Tests count 40% of your grade.  I make a list of all your names in column A.  In 

column B, I put your test average.  In column C, I want to calculate your test average contribution to your final 

grade.  This means I’ll basically put the same formula in each cell in column C.  Rather than enter the formula in 

each cell I will use the Fill Down command. 

 Aside:  Before we start, there are some terms that need to be defined.  When we write a formula, we can 

include hard entries or cell reference.  A hard entry is a number.  It does not change.  To change it, we need to 

edit the formula in the formula bar.  A cell reference is the cell address of the number we want to use.  Suppose 

cell A1 has the number 7 in it.  In C1 we wanted to use the 7 in the formula.  We can enter “=7” or we can enter 



“=A1”.  By doing the later, we can change the 7 easily at any time!  By saying “=A1” we are telling the computer to 

use the contents of cell A1.  If it changes, the formula in cell C1 changes. 

 

 So now back to our grade averages.  We list the members of Mrs. Beck’s class. (Fig 1).  We add their text 

averages in column B. (Fig 2).  In C1, we put the formula, “=B1*.60”.   Now we fill down from cell C1.  You will find 

that the spreadsheet changed each cell reference as it filled down.  It automatically changed B1 to B2 to B3 and so 

on! 

Fig 1 
Sean Karbach 

Sean Koch 

Brandon Lopez 

 

Fig 2 
Sean Karbach 95 

Sean Koch 98 

Brandon Lopez 94 

 

Fig 3 
Sean Karbach 95   =B1*.60 

Sean Koch 98   

Brandon Lopez 94   

 

Fig 4 
Sean Karbach 95 57 

Sean Koch 98 58.8 

Brandon Lopez 94 56.4 

 
 Suppose you want to number your list.  You may start your list on F26.  So the row numbers are not going to 

help you.  Here is a quick way to add list numbers.  In this example we will make a list of Mrs. Ingram’s class, 

starting in cell F26 (Fig 1).  Then we go to column E and add numbers to the list.  We put a 1 in E26 and the formula 

“=E26+1” in E27 (fig 2).  Then we fill E27 down to the bottom of the list (fig 3). 

Fig 1 
  E F 

26   Michelle Solis 

27   Sean Sowell 

28   Javier Villagomez 

29   Brad Wagner 

 

Fig 2 
  E F 

26 1 Michelle Solis 

27   =E26+1 Sean Sowell 

28   Javier Villagomez 

29   Brad Wagner 

30     

 

 

Fig 3 
  E F 

26 1 Michelle Solis 

27 2 Sean Sowell 

28   Javier Villagomez 

29   Brad Wagner 

 

Fig 4 
  E F 

26 1 Michelle Solis 

27 2 Sean Sowell 

28 3 Javier Villagomez 

29 4 Brad Wagner 



Hard Entries to Functions 
 
Spreadsheets work with numbers.  Numbers are called values in Excel.  Here is 
a recap of what you can do with values in Excel. 
 
To perform a mathematical operation in Excel, you need to use a formula.  An 
“equal” sign tells the program that what follows in the cell is a formula.  So always 
start a formula with an equal sign. 
 
The keys to use for the various operations are as follows: 

  + Addition 
- Subtraction 
* Multiplication 
/ Division 

 
You can use numbers in a formula, for example, = 2+4.  When numbers are used 
in a formula, they are called hard entries.  You have to change the formula if the 
data changes. 
 
You can use cell references in a formula, for example, =A1+B1.  The cell 
reference is using a cell address in a formula.  When you use a cell reference, 
you tell the program to use the contents of a cell in the formula.  If you change 
the contents of the cell, the formula will automatically recalculate using the 
changed contents. 
 
Instead of using operation signs in a formula, you may want to use a function.  
This is a shortcut set up for you in Excel.  There are many functions available.  
We will only use a few.   To see all the functions or to add a function, go to 

Home,  (Function).  A simple function is SUM. Like its name, the purpose of this 
function is to total a set of data.  The data may be hard entries, cell references or 
ranges. 
 
Enter a function like this: 

 =SUM(A1, A2, A3) 
 
           
All formulas begin SUM is the In the parenthesis  
with equals  function are the arguments. 
     In this case, the data to be added. Note a  
     comma separates each data point. 
 
 
Another function is Average.  The Average function adds up the data and then 
divides by the number of entries.  Average does two mathematical operations! 
 



Quite often a range is used with a function.  To reference a range, enter the 
function like this: 
 

 =Average(A1:B10) 
 
This would average the contents of all cells A1 to B10.   
 Note that the range is written with the first cell, then a colon and then the last 
cell. 
 
You can add a cell to the range and the formula will automatically be updated.  
Use a range any time it is possible as it is a powerful tool in Excel. 
 

 


