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Microsoft Excel:  Common Commands and Functions

Table 1.  Commonly used keyboard commands in Microsoft Excel.

	Keyboard
	Action

	
	

	Enter
	Complete a cell entry and move down in the selection

	Tab
	Complete a cell entry and move to the right in the selection

	Esc
	Cancel a cell entry

	Backspace
	Delete the character to the left of the insertion point, or delete the selection

	Delete
	Delete the character to the right of the insertion point, or delete the selection

	Home
	Move to the beginning of the line

	End
	Move to the end of the line

	Control + x
	Cut the selection

	Control + v
	Paste the selection

	Control + c
	Copy the selection

	Control + z
	Cancel or undo an entry in the cell or formula bar

	Control + y
	Repeat the last action

	F1
	Opens the Help menu


Table 1.  Calculation operators in Microsoft Excel formulae.

	Operator
	Meaning
	Example

	Arithmetic operators
	
	

	+ (plus sign)
	add
	3 + 3 = 6

	- (hyphen)
	subtract or negation
	3 - 4 = -1   

	* (asterisk)
	multiply
	3 * 3 = 9

	/ (forward slash)
	divide
	3 / 3 = 1

	% (percent sign)
	percent
	20%

	^ (caret)
	exponentiation
	3 ^2 = 3 * 3 = 9

	Comparison operators
	
	

	= (equal sign)
	equal to†
	3 = 3

	> (right angle)
	greater than
	3 > 2

	< (left angle)
	less than
	3 < 4

	>=
	greater than or equal to
	3 >= 2

	<=
	less than or equal to
	3 <= 4

	<>
	not equal to
	3 <> 4

	Text concatenation
	
	

	& (ampersand)
	join two values to produce one continuous text value
	“A1” & “B1” becomes “A1B1”

	Reference operators
	
	

	: (colon)
	range operator
	B5:B15 produces on reference to all the cells between B5 and B15, including those 2 cells

	, (comma)
	union operator
	B5,B15 produces one reference containing only those 2 cells

	
	
	

	† Recall that the equal sign is also a “start signal” that tells Excel to consider what follows as a formula, as in = 3 + 3


Table 3.  Order of operation in Microsoft Excel formulae






	Reference operators (: then ,)

	Negation (-)

	Percent (%)

	Exponentiation (^)

	Multiplication and division (* then /)

	Addition and subtraction (+ then -)

	Concatenation (&)

	Comparison (=  <  >  <=  >=  <>)


When selecting large areas of spreadsheet, it is often difficult to control the mouse.  To select cells without using the mouse:

· Use the arrow keys to select a cell at one corner of the block of cells.

· Move the cursor to the opposite corner of the block using the arrow keys and/or for larger selections the <Page Up> and <Page Down> buttons.  While doing this, hold down the <Shift> key.

Table 4.  Common Microsoft Excel functions.

	Function
	Meaning 
	Example

	
	
	

	ABS
	returns the absolute value of a number
	ABS(-3) = 3

	AVERAGE
	returns the arithmetic mean of a set of numbers
	AVERAGE(3,4,5) = 4

	CONVERT
	converts a number from one measurement system to another
	CONVERT(3,“m”,“cm”) = 300

	COUNT
	counts the number of cells that contain numbers
	COUNT(A1:A15)

	COUNTIF
	counts the number of cells within a range that meet the given condition
	COUNTIF(A1:A15,“>0”)

	EXP
	returns e raised to the power of a given number
	EXP(1) = e

	LN
	returns the natural logarithm of a number
	LN(3) = 1.098612

	LOG
	returns the logarithm of a number to the base you specify
	LOG(3,EXP(1)) = 1.098612 

	MAX
	returns largest values in a set of values
	MAX(1,3,4,2,5) = 5

	MIN
	returns smallest values in a set of values
	MIN(1,3,4,2,5) = 1

	PI
	returns the value of pi , accurate to 15 digits
	PI() = 3.14159365358979

	ROUND
	rounds a number to a specified number of digits
	ROUND(3.14159365358979, 2) = 3.14

	SQRT
	returns the square root of a number
	SQRT(3) = 1.732051

	STDEV
	estimates standard deviation based on a sample
	STDEV(1,3,4,2,5) = 1.581139

	SUM
	adds all the numbers in a range of cells
	SUM(1,3,4,2,5) = 15

	VAR
	estimates the variance based on a sample
	VAR(1,3,4,2,5) = 2.5


$  When we create formulas that can be copied to many other cells, sometimes it is important that the formula refers back to the contents of a particular cell no matter where on the spreadsheet the formula is copied to.  To do this, the cell that we want the formula to always refer to is denoted the following way:  Instead of for example, typing A5, the cell that we want to remain constant is typed as $A$5.
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