
Select 
the 

Column

Select the Row

Notice where 
you click!

”on” vs. “in” 
the cell – it 

matters

Use the right number format

Excel Quick Reference



Change the Color

Select the 
Row

Color 
Added!



Change the View

Freeze one row, column, or both

Click and Drag Blue Lines to Change What Gets Printed on Which Page



Turn Filter 
& Sort on 

or off Click drop-downs 
to sort 
alphabetically or 
by value

Click drop-
downs, then un-
select to filter out 
certain values



Right click to copy the sheet

Select a 
Group of 

Cells



Keyboard Shortcuts

• Ctrl + z = Undo
• Ctrl + y = Redo
• Ctrl + c = Copy
• Ctrl + v = Paste

• Ctrl + Shift + → = select cells with 
data all the way to the right

• Ctrl + Shift + down arrow = select 
cells with data all the way down



Common Formulas & Functions
1.Adds numbers
2.=SUM(A2:A10)SUM

1.Calculates the mean
2.=AVERAGE(A2:A10)AVERAGE

• Find the mid-point value of selected cells:
• =MEDIAN(A1,A2,A3,A4,A5)MEDIAN

1.Counts cells containing numbers
2.=COUNT(A2:A10)COUNT

1.Counts nonblank cells
2.=COUNTA(A2:A10)COUNTA

1.Returns results based on a condition
2.=IF(A2>=70,"Pass","Fail")IF

1.Adds values meeting one condition
2.=SUMIF(A2:A10,"Food",B2:B10)SUMIF

1.Counts values meeting one condition
2.=COUNTIF(A2:A10,"Complete")COUNTIF

1.Returns the largest value
2.=MAX(A2:A10)MAX

•Returns the smallest value
•=MIN(A2:A10)MIN

•Calculate standard deviation from the average value:
•=STDEV(A1,A2,A3,A4,A5)STDEV

•Concatenate - put two or more cells together; put text in-
between:

•=CONCAT(A1,”,”,A2)
CONCAT

•Vertical lookup - find a value on a list and return a 
corresponding value; eg: find acct #; return owner name:

•=VLOOKUP(A1,Sheet2!A:B,2,FALSE)
VLOOKUP

1.Finds and returns matching information
2.=XLOOKUP(A2,D2:D100,E2:E100,"Not found")XLOOKUP

•Split combined text based on a symbol, space, or 
designated # of characters

Text-to-
columns

FCITradecraft.com



Common Formulas & Functions

1.— Adds numbers
=SUM(A2:A10)SUM

1. — Calculates the mean
=AVERAGE(A2:A10)AVERAGE

1. — Counts cells containing numbers
=COUNT(A2:A10)COUNT

1. — Counts nonblank cells
=COUNTA(A2:A10)COUNTA

1. — Returns results based on a condition
=IF(A2>=70,"Pass","Fail")IF

1. — Adds values meeting one condition
=SUMIF(A2:A10,"Food",B2:B10)SUMIF

1. — Counts values meeting one condition
=COUNTIF(A2:A10,"Complete")COUNTIF



Formulas & Functions cont’d
1. — Returns the largest value

=MAX(A2:A10)MAX
• — Returns the smallest value

=MIN(A2:A10)MIN
• Find the mid-point value of selected cells: =MEDIAN(A1,A2,A3,A4,A5)MEDIAN
• Calculate standard deviation from the average value: =STDEV(A1,A2,A3,A4,A5)STDEV
• Concatenate - put two or more cells together; put text in-between: =CONCAT(A1,”,”,A2)CONCAT
• Vertical lookup - find a value on a list and return a corresponding value; eg: find an account # and 

return the owner’s name: =VLOOKUP(A1,Sheet2!A:B,2,FALSE)VLOOKUP
1. — Finds and returns matching information

=XLOOKUP(A2,D2:D100,E2:E100,"Not found")XLOOKUP
• Function that splits text based on a symbol, space, or designated # of charactersText-to-columns
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