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Hints and Tips from Suzanne Driver 

 
Office 365 Trainer at the Bordon Hub 20th March 2019 

 

1) Fill a column with double click 

Highlight a cell  

 

Hover over the bottom right corner, you will get the + cursor (twiggy) 

Double click the corner and the column will fill down to the bottom 

of the column adjoining it. 
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2) Resize all columns to the right width 

Highlight all the columns you wish to resize the width of 

Hover between the columns and the double arrow cursor will show 

 

Double click and the columns will resize to fit each columns content 

 

3) Add current date to the cell 

Click alt + ; at the same time 

 

4) Concatenate two columns 

Type into the right of two columns, Excel will fill and  

concatenate all data in the previous two cells 
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5) Use the tick button to save a click 

Once you have written your formula, click the tick button to the left 

of the formula bar. This closes the cell but leaves the cell highlighted. 

 

 

 

6) Highlight cells and use tab to move sequentially down them 

 

Select the range of cells you wish to work with and then use the 

[TAB] button to move through just the range of cells selected 

 

 



Join us each Wednesday 9:30 - 12:00 
www.thebordonhub.com 

7) Do not use empty rows 

 

Excel dislikes empty rows so to separate large amounts of data, make 

the row taller and format the txt to the top/middle 

 

 

8) Do not just delete 

Using delete button on keyboard  only deletes the content but not 

the formatting. Use clear all button to wipe co tent and format too 

 

 


