
Editing
Edit a Cell’s Contents: Select the cell and click the Formula
Bar, or double-click the cell. Edit the cell contents and press
<Enter>.

Clear a Cell’s Contents: Select the cell(s) and press the
<Delete> key.

Cut or Copy Data: Select cell(s) and click the Cut or Copy
button in the Clipboard group on the Home tab.

Paste Data: Place the insertion point where you want to paste
and click the Paste button in the Clipboard group on the Home
tab.

Paste Special: Select the destination cell(s), click the Paste
button list arrow in the Clipboard group on the Home tab, and
select Paste Special. Select an option and click OK.

Copy Using Auto Fill: Point to the fill handle at the bottom-
right corner of the selected cell(s), then drag to the destination
cell(s).

Complete a Series Using AutoFill: Select the cells that
define the series. Click and drag the fill handle to complete the
series.

Insert a Column or Row: Right-click to the right of the
column, or below the row you want to insert. Select Insert from
the contextual menu, or click the Insert button in the Cells
group on the Home tab.

Delete a Column or Row: Select the row or column

heading(s). Right- click and select Delete from the contextual

menu, or click the Delete button in the Cells group on the

Home tab.

Microsoft Excel 2010

Quick Reference Guide…

Student Learning &

Development Centre



Student Learning and Development Centre
Room S202042 93 70323tutor@dkit.ie

Excel Screen Layout

1. Name box, displays active cell address “A1”

2. Formula Bar

3. Active Cell is A1

4. A new, blank worksheet

Create a new workbook: Click the File tab and select New

and Create. Shortcut press Ctrl + N.

Save a workbook: Click the Save button on the Quick

Access Toolbar or File and Save/Save As. Shortcut press

Ctrl + S.

To Undo: Click the button on the Quick Access

Toolbar. Shortcut press Ctrl + Z.

To Redo or Repeat: Click the button on the Quick

Access Toolbar. Shortcut press Ctrl + Y.

To Close a Workbook: Click the Close button. Shortcut

press Ctrl + W.

Cell Addresses: Cells are referenced by their Column letter

and Row number, such as A1, A2, B1 and B2 etc.

Select a cell: Click on cell or use arrows on keyboard to

select it.

Select a cell range: Click and drag to select a range of cell.

Select an entire workbook: Click the select all button where

Column and Row meets. Shortcut press Ctrl + A.

Change views: Click a View button on Status bar and

Select view.

To Get Help: Press F1 to open Help Window.
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