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After Microsoft developed Excel to the 2010 version, it offered more surprises than ever. In order to deal 
with tons of big data, you can’t ignore the important role Excel plays in daily work. However, both for 
beginners and advanced users, there are still many useful tips and tricks that are inevitably overlooked. In 
my 2020 Excel webinars I am going to share many of them with you 
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1.AutoSum 

AutoSum can save a number of repetitive steps for those working with a range of numbers. If, for 
example, you would like to add a range of numbers, you need only to place the cursor in a cell at or near 
the end of the range and double click on the AutoSum icon to capture the sum.  

  

2. One Click to Select All 

You might know how to select all by using the Ctrl + A shortcut, but few know that with only one click of 
the corner button, as shown in the screenshot below, all data will be selected in seconds. 

 

3. Open Excel Files in Bulk 

Rather than open files one by one when you have multiple files you need to handle, there is a handy way 
to open them all with one click. Select the files you would like to open then press the Enter key on the 
keyboard, all files will open simultaneously. 



 

4. Shift Between Different Excel Files 

When you have different spreadsheets open, it’s really annoying shifting between different files because 
sometimes working on the wrong sheet can ruin the whole project. Using Ctrl + Tab you can shift 
between different files freely. This function is also applicable to other files like different Windows tabs in 
Firefox when opened using Windows 7. 

 

5. Speedily Move and Copy Data in Cells 

If you want to move one column of data in a spreadsheet, the fast way is to choose it and move the pointer 
to the border, after it turns to a crossed arrow icon, drag to move the column freely. What if you want to 
copy the data? You can press the Ctrl button before you drag to move; the new column will copy all the 
selected data. 



 

6. Speedily Delete Blank Cells 

Some default data will be blank, for various reasons. If you need to delete these to maintain 
accuracy, especially when calculating the average value, the speedy way is to filter out all blank 
cells and delete them with one click. Choose the column you want to filter, go to Data->Filter, 
after the downward button shows, undo Select All and then pick up the last option, Blanks. All 
blank cells will show immediately. Go back to Home and click Delete directly, all of them will 
be removed. 

 



 

7. Fast Navigation with Ctrl + Arrow Button and the Mouse 

When you click Ctrl + any arrow button on the keyboard, you can jump to the edge of the sheet in 
different directions. If you want to jump to the bottom line of the data, just try to click Ctrl + downward 
button. 

 

 

8. Hide Data Thoroughly 

Almost all users know how to hide data by right clicking to select the Hide function, but this can be easily 
noticed if there is only a little bit of data. The best and easiest way to hide data thoroughly is to use the 
Format Cells function. Choose the area and go to Home->Font->Open Format Cells->Number Tab-
>Custom->Type ;;; -> Click OK, then all the values in the area will be invisible, and can only be found in 
the preview area next to the Function button. 

 

 

 

  



9. Input Values Starting with 0 

When an input value starts with zero, Excel will delete the zero by default. Rather than reset the Format 
Cells, this problem can be easily solved by adding a single quote mark ahead of the first zero, as shown. 

 

10. Speed up Inputting Complicated Terms with AutoCorrect 

If you need to repeat the same value and it is complicated to input, the best way is to use the AutoCorrect 
function, which will replace your text with the correct text. Take my name, Liza Brown, for example, 
which can be replaced by LZ. Therefore, every time I input LZ, it can autocorrect to Liza Brown. Go to 
File->Options->Proofing->AutoCorrect Options and input Replace text with correct text in the red 
rectangular area, as below. 

 

 



11. Conditional Formatting 

Conditional formatting makes data easier to interpret because a cell’s value controls the appearance of 
that cell. Conditional formats make analyzing data – spotting unusual observations, tracking trends, 
checking status, and finding top values – easier and more effective. These formats are called conditional 
formats because their application depends on whether the data meets the conditions you specify. 

Conditional formatting has been a part of Excel functionality since Excel 97, but it has been enhanced 
greatly over the years. Five types of conditional formats are available to apply to a cell or to a range of 
cells. 

Highlight Cells Rules – Rules are created to highlight cells when some criteria are met. There are seven 
built-in rule types: Greater Than, Less Than, Between, Equal To, Text That Contains, A Date Occurring, 
and Duplicate Values. 

Top/Bottom Rules – Formatting is applied to a selected range of cells that are more or less than a given 
threshold. There are six built-in rule types: Top N Items, Top N %, Bottom N Items, Bottom N %, Above 
Average, and Below Average. 

Data Bars – This fills cells with gradient bars whose length is relative to all other values in the selected 
range. The color combinations available are dependent on the active theme. 

Color Scales – This fills cells with gradient colors using a two- or three-color scheme. The shades are 
relative to all other values in the selected range. The color combinations available are dependent on the 
active theme. 

Icon Sets – This fills the left-hand margin of cells with small graphic characters whose shape and color is 
relative to all other values in the selected range. 

To apply conditional formatting to a cell or range of cells, highlight the cells and then select Conditional 
Formatting from the Home tab of the Ribbon. Select the conditional formatting type desired and fill out 
any additional dialogs to complete the process. Monthly sales greater than $30,000 or those less than 
$7,000 are highlighted in Figure 22. Two Highlight Cells rules produce the formatting. 

  

As shown in Figure 22, multiple rules can be applied to the same range of cells. However, when a cell 
meets the criteria of more than one rule, the rule highest in the Conditional Formatting Rules Manager 
will prevail. As new conditional formatting rules are created, they are added to the top of the Rules 



Manager list. The Rules Manager provides a single place to manage all rules for a selected range, the 
active worksheet, or another sheet in the active workbook. To access the Rules Manager, select 
Conditional Formatting, Manage Rules from the Home tab of the Ribbon. 

The second example uses the same data but applies Color Scales to the sales totals to help you understand 
the relative sales contribution of individual products as shown in Figure 23. The detail columns have 
been hidden for presentation so that your focus is on total sales. In this case, the lowest sales volume is 
colored in red, the highest volume is colored in green, and the median value is colored in yellow. All 
other sales volumes are displayed in shades of these three colors to indicate their relative value. 

  
Figure 1 - Better Information Presentation Using Color Scales 

A similar result can be produced using Data Bars or Icon Sets as shown in Figure 24. There are a large 
number of built-in icon sets. Rule thresholds for icon sets and color scales can be adjusted through the 
Rules Manager. Both data bars and icon sets can be displayed with or without values. 

  
Figure 2 - Conditional Formatting Using Data Bars and Icon Sets 



 
The Highlight Cells rules are the only rules that operate independently on each 
cell formatted with the condition. The other rule types format cells relative to 
the values of the other cells in the range formatted. For example, the length of 
data bars is relative to the largest value in the range formatted with the 
condition. If a range is expanded to include a larger value, the length of the data 
bars in the entire range will change. 

 
The last example of conditional formatting will use a formula to apply formatting to accounts whose 
variances are greater than 10% of budget. The condition will be applied to the complete report table so 
that the entire row for each account meeting the condition will be highlighted in color. Figure 25 displays 
the finished report along with the conditions set in the New Formatting Rule dialog box. 

   
Figure 3 - Conditional Formatting by Formula 

To create the formatting rule, follow these six steps. 

1. Highlight the range on which the conditional formatting will apply. In this case, highlight the range 
A5:E20. 

2. From the Ribbon, select Home, Conditional Formatting, New Rule. 

3. In the New Formatting Rule dialog box, select Use a formula to determine which cells to 
format. 

4. Enter the following formula in the formula box. 

=ABS($E5/$C5)>=0.1 

5. Click the Format… button and choose the desired format to be applied to the selected cells when 
the criterion specified in the formula is met. Click OK. 

6. Click OK to format the report. 

All rows associated with absolute values of variances that are greater than 10% of budget are now 
highlighted in the report. 



 
A bit of caution is advisable when using conditional formatting. Not all users of 
the report may not be knowledgeable about formulas that control the 
formatting. For example, a person simply looking at the results in Figure 25 
has no way of knowing the rule that created the yellow lines is based on 10% 
variances. Therefore, it may be a good practice to include an explanation or 
legend of what the conditional formatting reveals. 

12. Using Slicers to Filter PivotTables 

Think of Slicers, added to PivotTables with the 2010 release of Excel and to tables with the 2013 release 
of Excel, as end-user filters. Slicers allow you to filter data in a PivotTable, PivotChart, or table by 
clicking on buttons that represent one or more dimensions in a data set. You can resize and format these 
filtering windows like charts or other shapes in Excel. You can insert a Slicer by selecting any PivotTable 
or PivotChart and then selecting Insert Slicer from the PivotTable Tools, Analyze contextual tab of the 
Ribbon. By selecting the PivotTable or PivotChart first, the two objects will be associated with each other 
automatically.  

 
Figure 4 - Slicers Provide Visual Filtering in Excel 2010 and Newer 

The items in each Slicer are colored when selected as shown in Figure 208 and function similarly to the 
drop-down menus used to filter rows, columns, and report filters within a PivotTable. To clear filters and 
display all values in a PivotTable or PivotChart, click the Clear Filter icon in the Slicer's header. 



Additionally, you can associate a single Slicer with multiple PivotTables by manipulating the Report 
Connections settings from the Slicer Tools Options tab on the Ribbon. 

If you use Excel 2013 or newer, you can use Slicers to filter tables. To add one or more Slicers to a table, 
begin by clicking in the table. Next, choose Insert Slicer from either the Insert tab of the Ribbon or from 
the Table Tools Design tab of the Ribbon. Finally, choose the field(s) you want to filter with your Slicer 
and click OK to complete the process. As with Slicers applied to PivotTables, just click on the item(s) in 
the Slicer filter you want to use as your filter, and your table applies the filter immediately. 
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