Learning Objectives

After completing this chapter, you will be able to:

(
Use several "Auto" features provided by Excel for entering and editing data and formulas

(
Copy and move information using the Windows and Office Clipboards, and the drag and drop method

(
Use the AutoFill feature and Fill commands to duplicate and extend data and formulas
· Insert and delete cells, rows, and columns

· Hide, unhide, and adjust rows and columns

