
 

1. Using Advanced Filter to another sheet 
Advanced filter can only filter to the active sheet. 

The active sheet can ñpullò information from another sheet, but it cannot ñpushò 

information to another sheet. Youôd get this message: 

 
 

But by using the Advanced Filter on the Data tab:  

 

  
 

you can pull information to the active sheet: 

 

 
 

Rg2 is a range defined on another sheet. The sheet weôre filtering to is currently empty.  



 

After clicking OK (notice the ñUnique recordsò is checked, above): 

 



 

2. Select all 0ôs; or Select all specific keyword 

Suppose you had a worksheet which looked something like the following, and you 

wanted to select all the cells containing the word ñamountsò: 

 
 

You canôt do it with F5/(Goto) Special and use features there, but you can use Excel 

2007ôs Find All, with a twisté 

 



 

If you use Home tab, Find and Select from the Editing section, then Find (or, simply 

press Ctrl/F): 

 

 
type in ñamountsò (without the quotes), then click the Find All button, youôll see: 

 



 

Hereôs the twist: instead of selecting the items in the found list, you can use ctrl/A (or 

shift click the last item in order to select from the already-selected item through the item 

youôre now selecting, or even ctrl/click to select specific items), and all items selected in 

the list will also be selected in the worksheet: 

 
 

Now, when you close the dialog box, the cells will still be selected!
*
 

 

                                         
*
 Special thanks to Jan Karel Pieterse for this tip! 



 

Now, suppose your worksheet looks something like the following, and you want to 

change all the yellow cells to be bold (and still yellow): 

 
Selecting by text now wonôt do, but thereôs another feature of Excelôs Find command: 

find by Format. Note the Format button at the top, (you may need to click the Options 

button): 

 

 
 



 

When you click this, youôll see: 

 
 

In this dialog, you can enter all the properties of the formatting youôre going to want to 

find, but thereôs also an easier way: click the bottom button, ñChoose Format From 

Celléò! When you do this, youôll see a special cursor which looks like the regular cell-

selection cursor but with an eye-dropper next to it!  



 

When you click on the cell containing the format you want to find, youôll then see a 

preview of the formatting in the dialog box, and you can combine this with text to find as 

well! 

 
  

Hereôs the result: 

 
 



 

3. Cut/Copy, Insert Paste by dragging borders! 

In order for this tip to work, you need to have the setting checked for Enable fill handle 

and cell drag-and-drop turned on (which is the default setting anyway). This is in the 

Office button, Excel Options, Advanced section, as shown here:  

 

 
 

To cut and paste a range, select it and drag the border (the cursor will change to a cursor 

with a 4-headed arrow). 

To cut and insert paste a range, drag a range by its border and the shift key held down. 

You will see an indication of where the range will be inserted: 

 
The grey line indicates where A1:C2 will be cut and insert-pasted. The intellisense shows 

that the new location will be at A5:C6. 

 

If you hold the ctrl key down with either of the two actions above, the cut becomes a 

copy. 



 

4. Use Fill-handle to insert or delete rows 

Did you know that holding the shift down while using the fill handle will shift cells? 

Well, now you do! Letôs take a look.  

 

1. Hold shift key while dragging Fill Handle. You will see a new shape to the fill 

handle, a split vertical 2-headed arrow. 

2. If drag down you will insert rows 

3. If drag up you will delete rows 

4. If drag right you will insert columns 

5. If drag left you will delete columns 



 

5. Shift/find finds backwards 

This is great for finding the last department in a list, for example: 

 

 
 

How can you tell where the last Acctg department is? Use Find & Select from the Home 

Tab (or ctrl/F), and before clicking Find Next, hold the shift key, and youôre there in one 

click! 

 
 



 

You can use a wildcard to search for anything backwards, so starting from cell A1, you 

can find the last row or column! 

 



 

6. Combining cells with Paste Special/Skip Blanks 

Youôve seen the Skip Blanks feature in the Paste Special dialog, but do you know how to 

use it? It refers to the range being copied ï blank cells in the source wonôt erase cells in 

the receiving range. 

Example: 

 

A1:A7 has a,,c,,e,,g and B1:B7 has b,,d,,f,,h: 

Copy B1:B7, select A2, Right/Click, Paste Special  

 

 
 

with Skip blanks: 

 

 

 



 

Hereôs the result: 

 



 

7. Right-click drag the Fill Handle for several options 

If you use the fill handle and drag with the right-mouse down, you will be presented with 

a dialog containing several options when you let go: 

 

  
 

What the original selection contains will determine what options are available in the 

dialog: 

 



 

Notice that in the first example, dates were selected, so the middle section of the dialog 

(filling dates) is available, but the second example has the middle section disabled 

because dates werenôt selected. The Fill Weekdays option with dates selected can be 

quite useful: 

 
 

Cell C1ôs fill handle was dragged down to cell C9 with the right mouse used, and Fill 

Weekdays was chosen. Notice 1/8, 1/9, 1/15, and 1/16 are missing, because theyôre 

weekends. 



 

8. Defining names for large non-contiguous ranges 

If you need to name a multi-area range, youôre limited to about 255 characters in the 

definition. This can cause problems as seen here: 

In this worksheet we want to give a name to all the cells containing values so that itôs 

easy to clear them or add them up, or refer to them in some way. 

 

 
 

Also notice the tabôs name is quite long.  

Okay, we want to name the cells, so we select them first (itôs easiest using F5, Special, 

and making this selection): 

 

 



 

That is, weôre selecting constants which are numbers (not text). Then we use Define 

Name from the Formulas tab. But youôll find that if the resulting name were too long, 

then Excel wonôt even bring up the dialog! You can name these cells most easily, though, 

by using VBA! Press Alt/F11, getting you to the VBE (Visual Basic Environment), then 

Ctrl/G (the immediate pane), then type this exactly, and press enter: 

Selection.Name = ñMyDataò 

Then Alt/Q will bring you back to Excel. Now the name MyData will accurately refer to 

the desired cells. 



 

9. What is that :1, :2é I see in the workbook title? 

The New Window button from the Window section of the View tab creates another 

ñviewò of the same workbook: 

 

 
 

You can use it to: 

Å View separate sheets of the same workbook at the same time: 

 

 
 



 

Å View the same sheet but remote areas simultaneously: 

 

 
 

Å View formulas and values simultaneously: 

 

 
 

To rejoin the windows, close the window by the ñxò in the upper right, not by Office 

button/Close, because the separate windows would save and reopen that way. You can 

use New Window many times and get as many windows as you wish of the workbook. 

 

Think of it as if you were looking out your physical window and seeing parked cars. Now 

move to another window and look at the same cars. You have a slightly different 

perspective of the same object. Thatôs kind of whatôs going on here. 



 

10. Double-clicking tools 
 

Double-click the format painter keeps it ñaliveò to click on several cells without having to 

click it again. 

Double-click a shape tool (rectangle, for example) to draw several without revisiting the 

tool. (From the Shape button on the Insert tab):  

 

 
 

Press the esc key to stop that feature or click the tool again! 



 

11. AutoSum Tool features 

Suppose you have a block of cells like in this illustration, containing numbers which you want to 

enter the totals both on the right and below; that is, in E1:E7 and A8:E8. Youôd probably do it 

something like this: 

 
1. Click in E1 and click the Sum tool (on the Editing section of the Home tab) 

 and press enter, or double-click the Sum tool. 

2. Click the fill handle in E1 and drag to E7, or double click the fill handle in E1. 

3. Select cell A8, click the sum tool, enter the formula, select the fill handle, drag to E8. 

 

Hold on to your hats. It can be done in one click: 

Make this selection as shown in the illustration: 

 
Select an extra blank column and row. 

Click AutoSum Tool once, and youôre done! 

I knowé you have to try it! 

 



 

Next, if you have a multi-cell selection, as in this illustration: 

 
A single click of the sum tool will put the correct totals in! 

 

 


