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M2 To do na / Press

Wiltl / Generdl

Afwaynsndel o Crectes o new. blankfle. ... CTRN___.__.__._._._._._.
dlasypenaldidint B ... Displays. the_Open. diolog box to.open o fle,.___CTRWO_ . ______._._.
PTITL 01 T Saves the octive fle,_ ... _._._ ! CIRLAS. o
P L o Displays the Save As diclog box __________| M2
Dpeypuidon Closes the selected workbook window, . __ __ _! CIRLFA, CTRLW
ponvinllsungy Bxeel . __ Exif_Excel e AUWFA

FANTUHUTY / Work with worsheets

wosouehwendld dnsedt o new workshest, SHELEIL__
@oulufushndoh)__ Mave to the next sheet in_the werkbook, _____CIRL+PAGE DOWN _ _ _ _ .
Aot _Move to_the pravious sheet in the workbook. ___CTRI+PAGE WP _ _
Wenusunalvyifuacuduondabl_ Select the curent ond nextsheet. SHFT4+CTRLIPAGE DOWN _ __
ianuemals sz . ___Select the_curent and_previous sheet. __._____SHFT+CTRL+PAGE WP __ __.
whmdowhions ___ Renomethecurentsheel. ___ _______ ALO.HR____
fevToAeaenue. . ___._._.__.__ _Move or copy the curentsheet . _._._._.__. CASEM
AUUEUITY Delete the cunent shest ALTE, L

- J
thouazidounielunduau 7 Move and scrol within worksheets
@eviu as Wmedw vislimssnmiluged____ Move one coll up, down, left, orrght, _____ Amowkeys _______

@eulmewywmilaged __ Moveoneceltotherght. A8
- - - -
derlmatomiiogad ________ Moveonecelfotheleft, _ _ ________ SHFL4TAB

- = ralma v
weuliiveuveaaanidoys _.Move fo the edge of the cument dota reglon. _ _CTRl+omow key  _ _ _ _ __ .

FoulUiesdusnsenm Move 1o the beginning of the row. | HOME
Boulileadumvonhuom__ Move fo the begining of the workshest, | CIRLHOME
@oulifadumarmmnenedinfinasfiidoun __ Move to the lost cell on the worksheet. CRLEND
douaglowtee Move down one screen, | PAGEDOWN _
Gevluwitombee __ Moveuponescreen. ______________ PAGEW __
@oulmavymilomivee _ Moveonsscreentotherght | MIAGEDOWN
daulmethonilowien . ______ Moveonescreentothe left __________ _ATPAGEWP ________.
dnlifeusnatedilioney Scrol fo diploy the active cel, CIRLYBACKSPACE
Gun_neesldney it _ Disploy the GoTo didlogbox. | S
Fun nesaldmey Fumy Display the Find dialog box SHFT+F5

- 1) ™ 5 . )
gy fu aisanas (indy Aundelh___ Repeat the last find action (Find Mext). _____ _SHFT+F4

Lﬁ‘uu‘Lﬂu':::\-r:'ﬁirﬂﬂﬁ#Lu"iﬁﬁunﬁ Move between unlocked cells
Musshaenlpauld on_q protected worksheet, _____._.__.__.__._] TAB . o
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To do
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thanaziaounalutonifenty 7 Move within a selected range

Beusaniuasioueg Move from top fo boftom ENTER
BevsnFuensiugfu Move fiom bottom fo top SHIFT+ENTER
dnwsandoudntduen Move from left te right A8
@ousangnuan iU Mave fram right to lsft SHIFT+TAB
Aouliyudahburdiundn _Move clockwise fo_the_next_comer CIRL+PERIOD
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Switch to the next nonadacent selechion
to_the _rght.

CTRL+ALT+RIGHT ARROW
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Switch to the next nonadjacent selection
o the leff,

CTRL+ALT+LEFT ARROW

@onutad Ut uaspadin / Select cells, rows and columns

a B o
LARNNAABaLL

Select the entire column, CTRL+SPACEBAR
Benviauns Select the_entire row. SHIFT+SPACEBAR
BoniauduaTy Select the entire workshast. CIRL+A
ARNALLIMTaRR&IN] Groups rows or columns. ALT+SHIFT+RIGHT ARROW

snEnMEiRNALLOTaARA

Ungroups rows or_columns,

ALT+SHIFT+LEFT ARROW

Usutinys / Enter data
4 W Fom
uygrinlnfluaadifoaiy

Start a_new line In_the same cel. ALTLENTER
dhaadiidantifonumefaavaiu All_the selected cell rangs with the cument snfry. __ CTRL+ENTER
ﬁvuqﬁm-rﬂﬂu'ifagaaduL'ﬂﬁﬁ'uﬁqL%ﬂﬂuuﬁﬁ'ﬁﬁmu Complete_a cell entry and select the cell above,  SHIFT+ENTER
AuasnnloutausaduTadud@aniTadannn Complete a cell entry and select the right cell  TAS
ﬁvuqﬁm-rﬂﬂu'ifagaaduL'ﬂﬁﬁ'uﬁqL%ﬂﬂuﬂﬁﬁmﬁw Complete a cell_enfry and select the laft cell.  SHIFT+TAR
sndnnnlaudayeadlutad Cancel a cell entry. ESC
fwiu e Tmedan viallsurwilainss Move_one character up, down, left, or right. Artow kevs
el ain Move to the beginning of the line, HOME
vhindesan Repeat the last action F4 or CTRL:Y
[ e MG Fill_clown, CIRL+D
wadaualdniaun Fil to the right. CTRL+R
fimuaia Define a name. CTRL+F3
wnnmadaulsavansiia Insert a hyperink. CTRL+K
ghauuglaaninatediomel insect.q_chart F11
wancud] Enter. the date CIRL+ Gemisalom . __._. _
WNETILIET Enter_the time, CTRL+SHIFT+: (colon)

wamsrEnisuuvanadures il iua i

Display a drop-down list in the curent column,

ALT:DOWN ARROW

@nvinsnesinadaaan Unde. the last action. CIRL+Z
gmruaznIAIIN / Calcuate formulas
&
uduans Start a formula. = {equal sign)
v b =l
uansnanaldany wnsnWariiy WHostluans Display the Insert Function dialog box. SHIFT+F3
a
WSTARA TS LAY Insert the argument names and paranthesas, CTRL+SHIFT+A

wiaTILE AU e SUM

Insart an AutoSum formula,

ALT+= (aqual sigm)
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Wilugadlagaaniis vish/liluuouges

Copy the value from the cel above
the active cell into the cel_or the Formula Bar,

CTRL+SHIFT+" (quotation_mark)
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Wiluradlamaanis viahliluuougas

Coples a forrmula from the cell above
the octive cell info the cel_or the Formula Baor,

CTRL+' (apostophe)

ARLTIMINNTUARIAIBLTARLAS NTUARIGAT

Altemate batween displaying cell values
and displaying formmulas,

CTRL+"
win 2
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unlydiays / Edit data

I'Im.jll | Press

dlanisudluzad Edlt the active call, F2
auﬁ'm"nmmﬁ'mmmqmm?n Dalgte the character to the left BACKSPACE
E.I.il?":'].f[ﬂﬂﬂ?ﬂl’!ﬂllﬂiﬁﬂﬂ?lTD.JﬂEﬂ_ﬁualiiéﬂﬂ. ......... Delste the chargcter to the daht DELETE
audnanublsudaigusnia Delete fext to the end of the line, CTRL+DELETE
saganandlfmal_nnsena Disploy_the_Speling diclog box F7
uwludnAmdurnatas Edit a cell comment, SHIFT+F2
uasanAnalFRnL sz Display the Find and Replace didlog box, CTRL+H

UNTN AU UASAMARNLIARS / Insert, delete, and copy cells

ﬁ'ﬁaﬁm'ﬁﬂﬁ'ﬁlﬁﬁﬁﬁ Copy the selected cell, CTRL+C

LLﬂFudﬂﬁﬂUﬂ‘iTm}ﬂ\! Micrasoft Office Display the Microsoft Office Clipboard CTRL+C (twice)

ﬁ’mwaﬁﬁluﬁﬂnﬂ Cut the selected cells, CTRL+X

'J'Nl.'ﬁﬁﬁﬁﬁ'ﬁaﬂﬁﬁ Paoste copied cells, CTRL+V

5,\“&,‘_}““3“,%5%51}““ Clear the contents of the selected cells, DELETE

Delete the selected calls, CTRL+HYPHEN
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Insert blank cells,

CTRL+3HIFT+PLUS SIGMN
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nqluuuioys / Format data
uarananalimay S

Display_the Style diglog box,

ALT+ {aposiropha)

$m3ﬂuuum§ Display_the Format Cells_dialog box, CTRL+1
€m3ﬂuuuﬁalam "ﬁL‘:I‘I.ﬂ' Apply the General number format, CTRL+SH[FT+~
Fagtluny 'aqaﬁu' Apply the Currency format, CTRL+SHIFT+$
Fagtluny wlafifug Apply the Parcentage format., CTRL+SHIFT+%
ifmiﬂuuuﬁmam Ny Apply the Exponential number forrnat | CTRL+SH|FT+A
$m3dum.| Fui Apply the Date format, CTRL+SH|FT+#
f'iﬂ*gduuu a7 Apply the Time format, CTRL+SHIFT+@
$m3duuu ‘wa Apply the Nurmbar format, CTRL+SHIFT+!
dangUiuLATE e Select Fort CTRL+SHIFT+F
BENIUIAFDAN NS Select Font_size CTRL+SHIFT+P
FIMUN Apply or remove bold formatting, CTRL+B
Fae Apply_or remove italie: forrmatting, CTRL+|
Anaula Apply or remove undarining, CTRL+U
Amiy Apply or remove shikethrough, CTRL+5
douuariidant’ Hide the selected rows, CTRL+§
sniannsteuLa el Nluduiaen Unhide any hidden rows within the salection, CTRL+SHIFT+9
dounadiniidenty Hide the selected columns, CIRL+Q
sniannstaussd L S luduiiaan Unihide any hidden columns within the seleciion, CTRL+SHIFT+0
uaFIETaUAATILANT Displays or hides the outine symbaols, CTRL+8
Fnsaul Miungasiaanls Apply the outline border to fhe selected cels, CTRL+SHIFT+8&
eanduisuAnseunimadidenl Remove the outine border from the selected celk CTRL+SHIFT+




wh¥ardii / Function Keys

F1

WARITT LT

F2
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F7 ll.'ﬁﬁwlﬂﬁi‘hﬁﬁlﬂﬂl.l NITAENA
- 1 -J-Lv | - .l o -
WeRTAI IRz A lukHuuT W uegvsluhaidan
r avTauilaiwusuens
Tulnusumnazi EXT ﬂﬂj\gnq'uumrﬁ'muamamu:
I.I.‘ﬂ:lﬂuaﬂﬂﬂ'?:ﬂlﬂqﬂﬂquﬂlgﬂﬁ
F& -
= = el | e
F10 LAaanUnULLLNL 'Hfﬂﬂlﬂl.m.l.llﬁ:.'LLI'I,IHEEITII.'EHEIEI'N‘T‘QIJT'IU
F1 afuunivntayalutalesiu
1 - EY - |
F12 ll.ﬁﬁ\lﬂﬂf.‘hﬁﬁlﬂﬂl.l 'I.I'I.l.'ll"lﬂLﬂLI
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CIRL+A
CTRL+R _ _ FaswiniimumvEaeinen
CTRI+C__ Fossniaasiaan
W ek w
CTRL+D 13?11:&-: Lﬁuj’lﬂuﬁ'w
WoArsanilomuaz jﬂuuuwmﬁﬂmuuuqmma
dreilBanadlusadinugn
CIRL+F __ wassnaaslfinan nigAum)
CIR+G__ uanenaadlfiney i
-
CIRL+H _ wamenaadlisay Auviuasuwiui
CTRL+ darduruiBeavaeann
- o
CTRI+K  wamenaadlfmay nswnannandenlsmannii
drwiunisdaulsamaneilfled ianaednnou
m':rur'w“lum?dau'inmmﬂm
mnmmtmu‘[ﬂmmuumnuaﬂmaan‘h
CIRL+L _ uamsnaaslfsay nnsafsanig
CIRL+N__ afurunlaunying
p .
ClRL+0  wasmsnaadlimay nonds dadsfafuiuy
CIRL+P  wassnaadlfimay nagiand
CTRL+R THmad Lmumuﬁm
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L
CrRiss  tuitnuiileundineliouriy sudaiine
wasrtuuulsiuaaaurluiy
cirisy __ TaduliviangiunmsTadulanen
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CTRL+V umnLu-amﬂmanaﬂunmmmunmduﬁ.uﬂunﬁwm'ﬁm
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T fnanny vindiow lumaduduhiu
CIRLW flmmmﬂqmwmann
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CIRI#X __ dntad_ dnya windag idenls
] . w Y
CTRL+Y _ _ vivihdwvdanisnssvinaainet
1
CIRL+Z __ @nvin vifapnidnaAdaasig

anszAlAe / Special characters

ALT+0162

ledngs Tus

ALT+0163

ldfnussaudawmety

ALT+0165

lednydneniou

ALT+0128

ladtydnunlals




