Excel Tips:
· To insert a row, go to Insert, Rows.  Same with inserting a column, insert, column.
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To format your value with $ and decimals, click the $ sign icon 

· To total a set of values, highlight the area, including the empty cell where your answer should appear, and click the Sum Function

· To alphabetize a column of data is ascending order, highlight your area and then select Sort Ascend.

· To alphabetize in descending order, do the same but click Sort Descend

· To insert a chart, click this icon and then follow the prompts to highlight the data in your Excel Worksheet that should be included in your chart

· To use the double underline, highlight your desired value(s), then go to Format, Cells, Font tab, Underline, Double Accounting

· To widen your column width, place cursor over the line in between the columns and double click, or click and drag line to desired width.

· To set your percentage to a certain decimal place, highlight the area, go to Format, Cells, Number, Percentage, and then select your desired number of decimal places in the drop down list arrow to the right.

· To print your worksheet with the gridlines, go to File, Page Setup, Sheet Tab, check Gridlines

· To fit your worksheet to one page, go to File, Page Setup, Page Tab, select, “Fit to one page by one page.”

· To rename a worksheet tab, right click on the sheet tab and select rename.

· To add a new worksheet in, click Insert, Worksheet
