
Windows Mac 

+Ctrl +

Move to edge of data region

Ctrl End+ Control + End

Go to last used cell

Ctrl PgUp+ Control + PgUp

Move one worksheet left

Ctrl PgDn+ Control + PgDn

Move one worksheet right

Control + HomeCtrl Home+

Go to beginning of worksheet

Edit active cell

Ctrl + Z Command Z+

Undo

R ControlCtrl +

Fill right

R+

Alt Option+

New line in cell

+ ReturnEnter

D+Ctrl + D Control

Fill down

Y+Ctrl Command Y+

Repeat last edit

Ctrl + V Command V+

Paste

Ctrl + X Command X+

Cut

Ctrl + C Command C+

Copy

Ctrl Control+

Select entire column

+ SpaceSpace

Shift + Space

Select entire row

+ SpaceShift

Ctrl + +Shift + % Shift + %

Percent format

Ctrl + +Shift + ! Shift + !

Number format

Underline

Ctrl + U Command U+

Italic

Ctrl + I Command I+

Currency format

Ctrl + +Shift + $ Shift + $

Ctrl + T

Create table

Command T+

Ctrl ;+ ;+

Insert current date

Shift

AutoSum

Alt + = Command + T+

F9

Calculate all open workbooks

Fn F9+

Control

Show or hide formulas

‘+Ctrl ‘+

Ctrl + Command +Shift + L Shift + F

Toggle filters

Ctrl + CommandShift + ; + ;

Insert current time

Ctrl F+ Command F+

Find

Bold

Ctrl + B Command B+

Format Cells dialog box

Command 1+Ctrl + 1
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Learn the shortcuts you use every day first.
Even 10 to 15 common commands can
save time and reduce repetitive clicks.

Shortcuts may vary by Excel version and operating system.
Windows and Mac keyboard shortcuts are shown above.
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Open workbook

Ctrl O+ Command O+

Ctrl P+ Command P+

Print

Save workbook

Ctrl S+ Command S+

F2 Control U+

F9

Calculate active worksheet

Fn F9+ Shift +Shift +

Control

Control

Control

Command

Control
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Ctrl H ome Contro l H ome 

Ctrl End Control End 

Ctrl Pg U p Contro l Pg U p 

dit activ

Undo

Fill right

New line in cell

Fill down

Repeat last edit

P aste

Cut

Cop

dit activ e cell 

+ 

Undo 

Fill right 
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New line in cell 
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Fill down 
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Repeat last edit 
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aste 
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Cut 
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+Control U 
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Option Retu rn 
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Undo
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Fill right
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Fill down
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Repeat last edit

+ 

P
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Cut

+ 

Cop

F2 

Ctrl C 

Alt Enter 

Ctrl X Com ma nd X 

Ctrl V Com ma nd V 

Ctrl Z Com ma nd Z 

Ctrl Y Com ma nd Y 

Ctrl D Control D 

Ctrl R Control R 

Select entir

Select entir

cent format

Number format

Underline

Italic

ency format

Bold

ormat Cells dialog bo

+ 

Select entir

Select entir

+ 

+ + 

P er cent format

+ + 

Number format

Underline

+ 

Italic

+ 

Curr ency format

+ + 

Bold

+ 

F ormat Cells dialog bo

+ 

Ctrl 

Ctrl 

Ctrl 

Sh ift 

Sh ift 

Sh ift 

$ 

% 

! 

Select entir e column 

+ 

+ 

Select entir e r ow 

+ + 

cent format 

+ + 

Number format 

Underline 

+ 

Italic 

+ 

ency format 

+ + 

Bold 

+ 

ormat Cells dialog bo x 

+ 

Control 

Control 

Control 
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Ctrl 1 Com ma nd 1 

Ctrl B Com ma nd B 

Ctrl I Com m and I 

Ctrl U Com ma nd U 

Ctrl Space Contro l Space 

Sh ift Space Sh ift Space 
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Show or hide formulas

+ 

+ + 

Toggle filtersToggle filtersT 

+ + 

Inser t curr

Calculate activ

+ 

Alt = 

Ctrl 

Ctrl ‘

Ctrl ; 

Sh ift ; 

eate table 

+ 

+ 

t curr ent date 

ut oSum 

+ + 

Calculate all open workbooks 

+ 

Show or hide formulas 

+ 

+ + 

oggle filters 

+ 

t curr ent time 

Calculate activ e worksheet 

+ + 
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Sh ift F9 Fn Sh ift F9 

F9 Fn F9 

Ctrl Sh ift L Com ma nd Sh ift F 

Ctrl T Com m and T 
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