
Excel Tips & Tricks 

ITS Lunch & Learn 

February 22, 2013 



Productivity Boost 

A team of researchers at 
Hiroshima University recently 
conducted a study where they 
showed university students 
pictures of baby animals before 
completing various tasks. What 
they found was that those who 
saw the baby animal pictures did 
more productive work after 
seeing those photographs. 

(from Washington Post) 

http://www.washingtonpost.com/blogs/wonkblog/wp/2012/10/01/want-to-increase-your-productivity-study-says-look-at-this-adorable-kitten/


How do you use Excel? 

 
• Databases 

• Mailing lists 

• Inventories 

• Calculations 

•  Ledgers 

• Summaries 

• Cost Benefit Analysis 

• Reporting 

• Graphs 



Excel Top 10 Power Shortcuts 
 

• Entering data or formulas in non-
adjacent cells simultaneously  

• Converting formulas to values with a 
simple drag  

• Copying data or formulas down a 
column instantly   

• Adjusting all or selected column 
widths or row heights in a flash 

• Instantly displaying all worksheet 
formulas  

• Two quick shortcuts for creating 
charts   

• Instant date or time entry   
• Undo/Redo/Repeat  
• Zooming in and out quickly  
 

 

 

 

 

http://www.lynda.com/Excel-2010-tutorials/power-shortcuts/69522-2.html 
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Excel Tips & Tricks 
 

• Paste Special 
• Printing/Page Setup 
• Working with 

Survey Results 
• Data Entry Time 

Saving tips 
• Combining/Splitting 

Columns 
• Cleaning up your 

Worksheet 
 

 

 

 

 



Continuing Education 

 
ITS Online:  https://www.law.upenn.edu/its/docs/office/excel.php 

 

• Lynda (lynda.upenn.edu) 

– Excel 2010: Financial Functions in Depth  

– Excel 2010: Advanced Formatting Techniques  

– Excel 2010: Charts in Depth  

– Cleaning Up Your Excel Data  

– Excel 2010: Managing Multiple Worksheets and Workbooks  

https://www.law.upenn.edu/its/docs/office/excel.php
http://www.lynda.com/Excel-2010-tutorials/Financial-Functions-in-Depth/83199-2.html
http://www.lynda.com/Excel-2010-tutorials/advanced-formatting-techniques/74462-2.html
http://www.lynda.com/Excel-2010-tutorials/Charts-in-Depth/81263-2.html
http://www.lynda.com/Excel-2007-tutorials/Cleaning-Up-Your-Excel-Data/89047-2.html
http://www.lynda.com/Excel-2010-tutorials/managing-multiple-worksheets-and-workbooks/75924-2.html


Continuing Education 

 

• Excel eBooks 
– Microsoft Excel 2010 Plain & Simple 

 

• Microsoft Online Training Courses 
– Getting started with Excel 2010 

– Get to know Excel 2010: Create formulas 

– Understand data at a glance with conditional formatting 

  

 

 

 

 

https://www.law.upenn.edu/its/lawonly/its-library/ebooks/Excel2010PlainandSimple.pdf
https://www.law.upenn.edu/its/lawonly/its-library/ebooks/Excel2010PlainandSimple.pdf
http://office.microsoft.com/en-us/excel-help/getting-started-with-excel-2010-HA010370218.aspx
http://office.microsoft.com/en-us/excel-help/getting-started-with-excel-2010-HA010370218.aspx
http://office.microsoft.com/en-us/excel-help/get-to-know-excel-2010-create-formulas-RZ101862712.aspx
http://office.microsoft.com/en-us/excel-help/get-to-know-excel-2010-create-formulas-RZ101862712.aspx
http://office.microsoft.com/en-us/excel-help/understand-data-at-a-glance-with-conditional-formatting-RZ102060984.aspx


Questions? 

Need further assistance?  
 

ITS Online: https://www.law.upenn.edu/its 
Email: itshelp@law.upenn.edu 
Phone: 8-9140 

mailto:itshelp@law.upenn.edu

