2010 shortcut Keys for EXCEL

Microsoft Excel

X

Tom Gerfen, Professor

Highlight the text/area first, then ...

A | Selectall
B Bold text S Save
C Copy
u Underline text
Vv Paste
F Find
H Replace X Cut
I Italicize text Y Redo last action
z Undo last action
S K Insert a hyperlink
!t Ctrl I BACKSPACE DeIetelword to the
cursor’s left
+ END Move to the end
O | Open Home Move to the beginning
p Print menu/window

[1 Shift I
’ F3

Insert a Function

Fx

[; Shift I

F7

Bookl [Compatibility Mode] - Microsoft Excel
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Tap the ALT key and view the

commands
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2010 shortcut Keys for EXCEL x

Microsoft Excel Tom Gerfen, Professor

Highlight the text/area first, then ...

! Ctrl I +

[‘ Shift I Enter

Highlight the text before, then

Mouse shortcuts Description

Ctrl + Mouse wheel Zooms in and out of document.

To view what’s on the clipboard page number  date tirlne tab nlame
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