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GENERAL

Create embedded chart

Alt] F1
F11. Create chart in new worksheet
i in |7+
shift [F4

PR Display the Paste Special dialog box

Find previous match

Find next match

F4. Repeat last action

m Close current workbook

crl| N Create new workbook

Close Excel

ﬂ Open workbook
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NAVIGATION

Move one screen right

EAEIY  Move one screen left

Pgup Move one screen up

PgDn Move one screen down

Move to right edge of data region

Move to left edge of data region

'Home Move to beginning of row

G end
G [ Home:

Move to last cell in worksheet

Move to first cell in worksheet
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FORMATTING
BEBE  Aligncenter
I Align left

AtfH]F |G
atfH]F |k Decrease font size one step

crl | shift | $° Currency Format

EIEDD
ctrl | shift | Scientific Number Format

ctrl | shift | # Date Format
ctrl | shitt | @ Time Format

Align right

Increase font size one step

Percentage Format

EIESBE  Number Format
EEDN Remove borders
cul] Enter Current Date
B Enter Current Time
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WORKBOOK

m m Insert new worksheet
] Paon

Go to next worksheet

Go to previous worksheet

o | Potp

Move to next pane

Go to next workbook

m Go to previous workbook
B

i [ro

Move to previous pane

Minimize current workbook window

Maximize current workbook window
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PN Select All
ﬂ Bold

LIS Copy
AR Fill Down

ﬂ Flash Fill

EI Find

LUKl Goto
ESE Find & Replace

EORR talic
Justify
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n Hyperlink

Convert Data to Table Format

ou
on [

ﬂ Open Workbook

ﬂ Print
LAY Quit Excel
EOEY Fill Right

EUEY  Save Workbook

Create a Table
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Indent the Selected Cells

New Workbook




U8 Underline

Paste
LU Close Workbook

LES cut

Redo
P2 Undo
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n Hide the selected columns
n Open the Format Cells dialog

Ctrl Apply or remove Bold formatting to font
2 [peh

Ctrl Apply or remove ltalics formatting to font
3 et

o+

B Apply or remove strikethrough formatting to font

Ctrl Switch between hiding objects, displaying objects,
n and displaying placeholders for objects

n Display or hide the outline symbols
n Hide the selected rows
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Apply or remove Underline formatting to font
(CTRL+U)
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m Ctrl+Shift, then scroll your mouse

wheel up to go left, down to go right

Insert argument names and parentheses
m “ when the insertion point is to the right

of a function name in a formula
mn or n Format fonts in the Format Cells dialog
m B Open the Workbook Statistics dialog
m Apply / Remove Auto-filter

EIEZND

m n Apply / Remove Auto-filter
Ctrl Insert a threaded comment /
Y Open and reply to a threaded comment
ma Open create name from
selection dialog box
s v
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Select all cells containing Notes
(earlier called comments)

Switches between all Excel windows




2 EI B

2 EDI

o[ snie | +

EIECNE
CIECE S

oo st ]

EIECND
i [sn |+

i [sni | 2
CIECNE

Open the context menu

Opens print worksheet dialog box

Open the Insert dialog to
insert blank cells

Enter the current time

Remove the outline border from
the selected cells

Apply the General number format

Insert Rows / Columns when row
column is selected or display insert
menu when cell is selected

Apply the Number format with two
decimal places, thousands separator,
and minus sign (-) for negative values

Apply the Time format with
the hour and minute, and AM or PM

Apply the Date format with
the day, month, and year
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Apply the Currency format with two
decimal places (negative numbers

s[4
in parentheses)
m a Apply the Percentage format with
no decimal places
m n Apply the Scientific number format
with two decimal places
m Apply an outline border to
the selected cells
m n Select the current region
around the active cell
s ] o
Select the entire worksheet (equivalent
m m to CTRL+A) Select all objects on a

worksheet when an object is selected

m m Select the current and next sheet
in a workbook
m m Select the current and previous sheet
in @ workbook
m m Extend the selection of cells to the
beginning of the worksheet
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Unhide Rows
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m m Extend the selection of cells
to the last used cell on the worksheet

Extends the selection of cells to
the last nonblank cell in the same

column or row as the active cell, or
m if the next cell is blank, extends the
selection to the next nonblank cell
Switches to the previous tab in a dialog,
m or (if no dialog is open) switches
between all Excel windows
m m Confirm a formula as Array formula
s

Copy the value from the cell above the
active cell into the cell or the formula bar
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