Learn Excel 2016 Basic Skills with The Smart Method

Lesson 2-8: AutoSelect a
range of cells
1

Open Sales Report from your sample files folder.

This report contains a single block of cells in the range A3 to E19.
When data is arranged in this way it is referred to as a Range.
You will often want to select a row or column of cells within a
range, or even the entire range.
You can select ranges by using any of the techniques covered so far
but this could be very time consuming if the range encompassed
hundreds, or even thousands, of rows and columns.
In this lesson, you ll learn how to select range rows, range columns
and entire ranges with a few clicks of the mouse.

2

Select all cells within the range to the right of cell A7.
1.

Click in cell A7 to make it the active cell.

2.

Hover over the right-hand border of cell A7 until you see the
four-headed arrow cursor shape.

3.

When you see this cursor shape, hold down the <Shift> key
and double-click.

All cells to the right of A7, but within the range, are selected.
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Select all cells within the range except the header row.
1.

Click in cell A4 to make it the active cell.

2.

Hover over the right-hand border of cell A4 until you see the
four-headed arrow cursor shape.
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Other ways to
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3.

All cells to the right of cell A4, but within the range, are
selected.

Using the keyboard
Here s how you would select
the entire range in the Weekly
Sales Report (excluding the
header row) using the keyboard
method.
Make cell A4 the active cell by
navigating to it with the
<Arrow> keys.
1.

When you see this cursor shape, hold down the <Shift> key
and double-click.

Press: <Ctrl>+<Shift>+
<DownArrow>

4.

Hover over the bottom border of the selected cells until you
see the four-headed arrow cursor shape.

5.

When you see this cursor shape, hold down the <Shift> key
and double-click.

The entire range (except the header row) is selected.

Cells A4:A19 are selected.
2.

Press: <Ctrl>+<Shift>+
<RightArrow>
The entire range (excluding
the header row) is selected.

Using shortcut keys
The shortcut keys method is the
fastest way to select the entire
range including the header row.
1.

Click anywhere inside the
range.

2.

Press: <Ctrl>+<A>
The entire range (including
the header row) is selected.

From the Ribbon
You can select the entire range
including the header row
(described as the Current Region
in the dialog) using the Ribbon.
This method is the least efficient
way to select an entire range.

You can also use this technique to select cells to the left of the
active cell or above the active cell.

4

Close the workbook without saving.

Make sure that the active cell is
within the range.
1.

Click:
HomeEditing
Find & Select
Go To Special...
The Go To Special dialog is
displayed.

2.

Click the Current Region
option button and then
click the OK button.

The entire range (including the
header row) is selected.
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