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Moving data in worksheets

1. Select the cell or range you want to 

move

2. On the Home tab, in the Clipboard 

group, click Cut, or press Ctrl+X 

3. Select the cell you want to move the 

data to

4. In the Clipboard group, click Paste, or 

press Ctrl+V
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Copying data in worksheets

1. Select the data you want to copy

2. On the Home tab, in the Clipboard 

group, click Copy, or press Ctrl+C

3. Select the destination for the data

4. In the Clipboard group, click Paste, or 

press Ctrl+V
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Using drag-and-drop to move data

1. Select the cell that contains the data 

2. Point to the border of the cell

3. Drag to the new location

4. Release the mouse button
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Using drag-and-drop to copy data

1. Select the cell that contains the data

2. Point to the border of the cell

3. Press and hold Ctrl

4. Drag to the new location

5. Release the mouse button and then 

release Ctrl
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Formulas

 Contain references, values, operators, 

or functions

 Can be moved or copied in the same 

way that you move or copy any other 

data
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Shortcut menus

 Provide a short list of commands 

related to the screen element or object 

you’re pointing to

 Appear when you right-click an object 

or screen element

 Contain Cut and Copy commands, 

among others
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Relative references

 Cell reference

– Contains the row and column 

coordinates to identify a cell

 Relative cell reference

– Refers to other cells in a formula based 

on the location of the formula

– Automatically changes the references in 

a formula when the formula is copied
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Absolute references

 Don’t change when formulas are 

copied

 Are specified by using a $ sign

– $A$1

– $C$2



[image: image9.emf]Course ILT

Mixed references

 Contain relative and absolute 

references

 Relative references change when you 

copy the formula

 Absolute references do not change
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Inserting ranges

1. Select the range where you want to 

insert a new range

2. On the Home tab, in the Cells group, 

click Insert

3. Specify whether you want to shift 

cells or insert an entire row or column

4. Click OK
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Using drag-and-drop to copy data

Select the cell that contains the data

Point to the border of the cell

Press and hold Ctrl

Drag to the new location

Release the mouse button and then release Ctrl





Course ILT

image1.jpeg







image2.png

THOMSON

COURSE TECHNOLOGY








Using drag-and-dropto copy data

Selectthe cellthat contains the data.
2. Pointtothe borderof the cell

Press and hold Ctr
4 Dragto the new location

Release the mouse button andthen
release Gt






Shortcut menus

Provide a short list of commands related to the screen element or object you’re pointing to

Appear when you right-click an object or screen element

Contain Cut and Copy commands, among others
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Shortcut menus:

= Providea shortlistof commands
relatedto the Screen element or object
youre pointingto

= Appearwhen you right-click an object
orscreen clement

= Contain Cut and Copy commands,
among others





Absolute references

Don’t change when formulas are copied

Are specified by using a $ sign

$A$1

$C$2
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|Absolute references
= Dontchangewhen formulas are.
copied

= Ave specified by usinga S sign
~sast
- scs2





Mixed references

Contain relative and absolute references

Relative references change when you copy the formula

Absolute references do not change
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Mixed references

= Contain relative and sbsolute.
references

= Relatve references changewhen you
copy theformula

= Absolute references donotchange.





Inserting ranges

Select the range where you want to insert a new range

On the Home tab, in the Cells group, click Insert

Specify whether you want to shift cells or insert an entire row or column 

Click OK
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Inserting rows or columns

Select the row or column where you want to insert a new row or column

Right-click the selection to display the shortcut menu

Choose Insert
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Deleting ranges

Select the range

In the Cells group, click Delete

Specify where to shift cells, if you’re not deleting an entire row or column

Click OK
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Inserting ranges

Select the rangewhere you wantto
inserta new range

2. Onthe Home tab, inthe Cells group,
clickInsert

Specify whether you want to shift
cells orinsertan entire row or column

4 ClickOK





Relative references

Cell reference

Contains the row and column coordinates to identify a cell

Relative cell reference

Refers to other cells in a formula based on the location of the formula

Automatically changes the references in a formula when the formula is copied
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Relative references

= Cellreference
~ Contains he row and o
oorinates o denifya cel
= Relative cell reference
=1 otnercals n s formuia basad
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Formulas

Contain references, values, operators, or functions

Can be moved or copied in the same way that you move or copy any other data
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Formulas

= Contain references, values, operators,
orfunctions
= Canbe moved or copiedin the same

way that you move or copy any other
data





Copying data in worksheets

Select the data you want to copy

On the Home tab, in the Clipboard group, click Copy, or press Ctrl+C

Select the destination for the data

In the Clipboard group, click Paste, or press Ctrl+V
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Copying data in worksheets.

Selectthe data you want to copy

2. Onthe Home tab, inthe Clipboard
group, click Copy, or press CirisC
Select the destination forthedata

4. Inthe Clipboard group, cick Paste, or
press CirlsV





Using drag-and-drop to move data

Select the cell that contains the data 

Point to the border of the cell

Drag to the new location

Release the mouse button
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Using drag-and-dropto move data

Selectthe cellthat contains the data.
Pointtothe border of the el

Dragto the new location
Release the mouse button





Moving data in worksheets

Select the cell or range you want to move

On the Home tab, in the Clipboard group, click Cut, or press Ctrl+X 

Select the cell you want to move the data to

In the Clipboard group, click Paste, or press Ctrl+V
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[Moving data in worksheets

Select the cell or range you want to

2. Onthe Home tab, inthe Clipboard
group, click Cut, or press ClrisX.
Select the cell you wantto move the.
datato

4. Inthe Clipboard group, click Paste, or
press CirlsV





