
Here we are on Home
(it is underlined) you
can also go to File,
Insert etc

2 )  G E T T I N G  H E L P

Do a simple
Search...

...or, go to
Help

3 )  W H E N  T H I N G S  G O  W R O N G

4 )  I N S E R T  A  R O W
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I N T R O D U C T I O N  T O
E X C E L  F O R  I M P A C T  
G E T T I N G  S T A R T E D ,
G E T T I N G  H E L P

T H I S  I S  T H E  F I R S T  O N E  P A G E  W O N D E R  I N  T H E  E X C E L L E N T ( I S H )  E X C E L  S E R I E S  W H E R E  W E  L O O K  T O  U S E  E X C E L
A S  A  P R A C T I C A L  T O O L .  T H I S  S H E E T  C O M P L I M E N T S  T H E  1 - 2 - 1 S  E X C E L  S E S S I O N S  A N D  V I D E O  V E R S I O N  K A R E N
O F F E R S .  C O N T A C T  H E R  O N  T H E  D E T A I L S  A T  T H E  E N D  F O R  M O R E  I N F O R M A T I O N .

1 ) F I N D I N G  Y O U R
W A Y  A R O U N D

Avoid disaster
If you are working on
something that you think
will be tricky then create
a copy and work on that. 
Ensure that there are
well named back ups.

The Undo button is
your friend.
You can undo
actions that you
have done here. 

Highlight a full row by
clicking on a number on
the left. I have clicked on
Row 2. Go to Home on
the Ribbon and the
section on Cells

Ribbon

If this fails, look online. For
instance the Superhighways
training is great or there are
lots of online videos. Type in
things like: 'How do I Freeze
Panes in Excel?'

Other options:
Can other work colleagues help?
Would you like to call Karen? Do
you subscribe to an IT help desk?
Can an internet search help?
Lunchtime Excel training from
Learning and Enterprise College
Bexley.

Formula builder

In Blue, a column

In Green, a Row
 

Sheet 
(you can add more)

Workbook, the whole
book that you are
working on (it can be
made up of an number
of Sheets)

In Yellow, a Range

The Insert section has a
little arrow at the bottom
which brings up a fuller
list. Here you can choose
Insert Cells.

A quick way to do this is to
highlight your row and then right
click and choose Insert. 

You can use a similar method to
Insert a column.

5 ) F R E E Z I N G  P A N E S
When you get a lot of information
on your sheet it can be helpful to
see your top row so you know the
subject of that row. 

 
You can do this by going to View,
Freeze Panes. Check out the
options and select the
appropriate one for you.

and a section
will open on
the right of the
screen.

6 ) A D D  A  S H E E T
At the bottom of the page click the
plus to add a page. Rename the
sheet by right clicking on Sheet 2
and typing the new name.

https://youtu.be/ZDBvi7ORa3s
https://www.youtube.com/playlist?list=PL2PcVRMiWoSODe35jpoKebS3XkXRfIMmJ
https://enrol.lecb.ac.uk/course?keyword=digital

