Microsoft Excel 2003 Shortcut Keys

Data Entry Shortcuts

Formatting Shortcuts

General Shortcuts

Sart a new linein the same cell

NEW WOrKDOOK.......ccoeviiriiiiiiecteeerecere e CTRL N
Open Existing WorkbooK ...........ccccovvieiineciienns CTRL O
SaVE WOIKDOOK ......eoeveiriiiiicieicteeetecerecre e CTRL S
SaVE WOIKDOOK AS ......ccveeiiceiceecreeereere et F12
Print WOrkbooK..........c.ccceeveiieiiiieiie e CTRL P
Print Preview ...t CTRL F2
Foell Check WorkbooK.........cccveeeveievccece e F7
Excel HEIp MENU......ccueeiccceecec e F1
What's ThisSHelp TOOl .......ccoooveveecee e SHIFT F1

Enter Array Formula
Display the Formula Palette
Insert Function arguments
Insert a hyperlink
Edit the active cdll
Paste Function
Calculate all workbooks
Calculate active workbook
Calculate active worksheet
Sart a formula
Insert AutoSum formula

Moving Around Shortcuts

Move to next cell down & accept data entry............ ENTER
Move to prev cell up & accept data entry...SHIFT ENTER
Move one cell right & accept data entry..........ccccue...e. TAB
Move one cell left & accept data entry ............ SHIFT TAB
Move one cell up, down, left, or right.................... €247V
Move to edge of current data region.......... CTRL €224V
beginning of FOW........ccceiiririie e HOME
Beginning of worksheet...........ccccoovvveienenen, CTRL HOME
Last used cell on worksheet ..........cccoeeeeieiieenne CTRL END
DOWN ONE SCIEEN. ..o PG DN
UP ONE SCIEEN ...ttt PG UP
Onescreento right .....cccocevvveveceecece e ALT PG DN
Onescreento left ... ALT PG UP
Next sheet in WorkbooK...........cccccveeevcriennne, CTRL PG DN
Previous sheet in workbooK .............cccceeeeee. CTRL PG UP
Move to next unlocked cell.........coeoviniininncniiee, TAB
(€0 T o PSP UV F5
FING..ooiiiie e SHIFT F5
FINA NEXL.....coveiiiieieccee e SHIFT F4

Cancel Data Entry

Fill to theright
Fill range with current entry

Styledialog boX .....cccevvvvvvviiecerenen, ALT ' (apostrophe)
Format Cellsdialog boX........cccceervvevereninneniennene CTRL 1
General number format .........cccocoveeirienene CTRL SHIFT ~
Currency Format .......cccoeeeevveveeesereenenen, CTRL SHIFT $
Percentage Format .........ccccvevveeevrvennnnne CTRL SHIFT %
Date FOrmat........cccoeverereneneeseeseneseene CTRL SHIFT #
Time Format ........ccocvvveneneenereenens CTRL SHIFT @
Comma FOrmat........c.cceeeeeeneeneneneneeeene CTRL SHIFT !
Apply the outline border ..........cccceeeneee. CTRL SHIFT &
Remove outline borders........cccocvvvevvenenee. CTRL SHIFT _
BOI....ociiieere e CTRL B
[AlICS v CTRL |
UNdErliniNg......cccoceveieneneeeeesese e CTRL U
SriKethrough ......oeecee e CTRL 5
HIdE FOWS.. ..o CTRL 9
Unhide rows.......ccecevveveveeeceereee e CTRL SHIFT (
Hide ColumnS.......ccccovveevere e CTRL 0 (zero)
Unhide columns........cccceovvvecevenennneene, CTRL SHIFT )
Toggle displaying values or formulas..................... CTRL
Display the AutoComplete liSt .........cc.ovvrvrererenrennees ALTV

Selecting Ranges

Paste Multiple Times
Paste formatting only

Delete Selection
Insert Blank Cells
Edit a cell comment
Paste Range Names
Create Range Names
Define Range Name
Delete selection

Repeat Last Command
Insert a new worksheet

Select current region ......cceeceeeeveveeeveevene. CTRL SHIFT *
Extend selection one cell........coccvvvveneee. SHIFT €24V
Extend selection to last used céll ......... CTRL SHIFT END
Select the entire column............c........ CTRL SPACEBAR
Sclect theentire row.......cccceeveeeveenen, SHIFT SPACEBAR
Select the entire worksheet..........ccccveveevecevccieennn, CTRL A
Select all objects on shest ....... CTRL SHIFT SPACEBAR
Sclect thecurrent array .......cccoeeeeeeveceececrese e, CTRL /
Slect all cellswith comments.................... CTRL SHIFT O
Select unmatching values .........cccocevvcvececccciecene, CTRL\
Select Direct SUCCESSOIS .....covvvievienierieereereeeeeeseeeas CTRL [
Select all SUCCESSONS....uvvveieee e CTRL SHIFT {
Select Direct Predecessors........oovveeveceeeeeeenveseenen, CTRL ]
Select all Predecessors.......ccocvveveeeveeenenne. CTRL SHIFT}
Sdlect visible cellsin current selection..........ccceeeee. ALT;
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