
Many Excel users think that the only way to select a range of cells is to drag over the cells with 
the mouse. Although selecting cells with a mouse works, it’s rarely the most efficient way to 
accomplish the task. A better way is to use your keyboard to select ranges.

Selecting a range by using the shift and arrow keys
The simplest way to select a range is to press (and hold) Shift and then use the arrow keys to 
highlight the cells. For larger selections, you can use PgDn or PgUp while pressing Shift to move 
in larger increments.

You can also use the End key to quickly extend a selection to the last non-empty cell in a row or 
column. To select the range B3:B8 (see Figure 1) by using the keyboard, move the cell pointer to 
B3 and then press the Shift key while you press End followed by the down arrow key. Similarly, to 
select B3:D3, press the Shift key while you press End, followed by the right-arrow key.

Figure 1:  A range of cells.

Selecting the current region
Often, you need to select a large rectangular selection of cells — the current region. To select the 
entire block of cells, move the cell pointer anywhere within the range and press Ctrl+A.

Selecting a range by Shift+clicking
When you’re selecting a very large range, using the mouse may be the most efficient method — 
but dragging is not required. Select the upper left cell in the range. Then scroll to the lower right 
corner of the range, press Shift, and click the lower right cell.

Selecting noncontiguous ranges
Most of the time, your range selections are probably simple rectangular ranges. In some cases, 
you may need to make a multiple selection — a selection that includes nonadjacent cells or 
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ranges. For example, you may want to apply formatting to cells in different areas of your work-
sheet. If you make a multiple selection, you can apply the formatting in one step to all selected 
ranges. Figure 2 shows an example of a multiple selection.

Figure 2:  A multiple selection that consists of noncontiguous ranges.

You can select a noncontiguous range by using either the mouse or the keyboard.

Press Ctrl as you click and drag the mouse to highlight individual cells or ranges.

From the keyboard, select a range as described previously (by using the Shift key). Then press 
Shift+F8 to select another range without canceling the previous range selection. Repeat this 
action as many times as needed.

Selecting entire rows
To select a single row, click a row number along the left of the worksheet. Or, select any cell in 
the row and press Shift+spacebar.

To select multiple adjacent rows, click and drag in the row number area. Or, select any cell in the 
first (or last) row, and press Shift+spacebar to select one row. Then press Shift and use the arrow 
keys to extend the row selection down (or up).

To select multiple nonadjacent rows, press Ctrl while you click the row numbers for the rows you 
want to include.

Selecting entire columns
To select a single column, click a column letter along the top of the worksheet. Or, select any cell 
in the column and press Ctrl+spacebar.

To select multiple adjacent columns, click and drag in the column letter section. Or, select any cell 
in the first (or last) column, and press Ctrl+spacebar to select one column. Then press Shift and 
use the arrow keys to extend the selection to the right (or left).



To select multiple nonadjacent columns, press Ctrl while you click the column letters for the col-
umns you want to include.

Selecting multisheet ranges
In addition to two-dimensional ranges on a single worksheet, ranges can extend across multiple 
worksheets to be three-dimensional ranges.

Figure 3 shows a simple example of a multisheet workbook. The workbook has four sheets, 
named Totals, Marketing, Operations, and Manufacturing. The sheets are laid out identically.

Figure 3:  Each worksheet in this workbook is laid out identically.

Assume that you want to apply the same formatting to all sheets — for example, you want to 
make the column headings bold with background shading. Selecting a multisheet range is the 
best approach. When the ranges are selected, the formatting is applied to all sheets.

In general, selecting a multisheet range is a simple two-step process:

 1. Select the range in one sheet.

 2. Select the worksheets to include in the range.

To select a group of contiguous worksheets, press Shift and click the sheet tab of the 
last worksheet that you want to include in the selection. To select individual work-
sheets, press Ctrl and click the sheet tab of each worksheet that you want to select. 
When you make the selection, the sheet tabs of the selected sheets appear with a 
white background, and Excel displays [Group] on the title bar.

When you finish working with the multisheet range, click any sheet tab to leave Group mode.


