EXCEL SHORTCUTS

CHEAT SHEET

Essential keyboard shortcuts for working more efficiently in Microsoft Excel.
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Go to beginning of worksheet
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Go to last used cell
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Move one worksheet left
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Move one worksheet right
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Edit active cell
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Repeat last edit
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New line in cell

Learn the shortcuts you use every day first.

Even 10 to 15 common commands can
save time and reduce repetitive clicks.

@) =&

FORMATTING

’

Format Cells dialog box
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Currency format
Percent format
Number format
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Select entire column
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Select entire row

e ile N

&

DATA & FORMULAS
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AutoSum
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Calculate active worksheet

Calculate all open workbooks
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Toggle filters

Create table
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Show or hide formulas
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Insert current date
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Insert current time

@@ (commnd)+ (D)

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