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Navigate Around Excel
)=

L J[(=])

Ctrl . Or Ctrl

Select Data

<+ [ (=]
[Ctrl ]U T shift ’]

(] (Y J]((=>))

Move to the start/end of data region (cells
that contain data)

Move one screen down or up in a worksheet

Move to cell Al or to the last used cell in a
worksheet

Move one worksheet tab right or left

Extend the selection by one cell

Extend the selection to the start/end of data
region (cells that contain data)

Ctrl ]U Space ’] Select entire column
1 shift ][ Space ]] Select entire row
( Ctrl ) A | Press once: Select entire data-containing region
— Press again: Select entire worksheet
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C N ()
Ctrl F Ctrl H Find or Replace
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(M ()
Alt ; AutoSum the cells above or to the left
N — A \—

Format Cells

7
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Format Cells
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Outline border

Remove all borders

Number
1000.00

General

e.g. 1000

Time
12:00 AM

[[Ctrl ]][[ﬁ'Shift ]] And Or Or Or Or Or

Date
26-Sep-02

Currency
R 1 000.00

Percentage
100000%
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Alphabetical Ctrl Shortcuts

(T () ()
A Select All Rl Fill Right

- J L J o J
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Ctrl Bold 3 Save
— Py

Ctrl Copy 3 Table
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Ctrl Fill Down D Underline
—) S— | )
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Ctrl Find I] Close Window
— — —

@ GoTo 8 Cut
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H Replace Y Redo
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ltalics Ctrl z Undo

| ~~

(M /)
New workbook Ctrl @ Show Formulas
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() ()
Open Ctrl [D Insert today’s date
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()

Print Ctrl @ Delete cells or rows or columns
~—

() ( N\ +
Q Quick Analysis Ctrl [ 1 shift H [] Insert cells or rows or columns

| S N (S J

F Key Shortcuts

() e\
FLII Help F7 1l spell Check
— —_____/
() (7 N
F2 Edit a cell F8 Extend Mode
— (or run a macro in Step Mode)
) —
F3 Paste Name in formula F9 Recalculate all workbooks
— —____/
Toggle reference
F4 : F11|  |nsert Chart
e.g. Al > SAS1 > AS1 > SA1
() e N
FS oo F12||  save As
(or run a macro from VBA)
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