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MS Excel @r & ?

= Spreadsheet Program
2. Excel # Workbook & gidl 2 ? -  Worksheets &1 Tug
3. Worksheet @1 & ? - Rows 3R Columns & &t offe
4. Excel & Row fod ®gad & ? - dfasr df
5. Excel # Column f&& ®gd 8 ? -  FaleR W@H
6. Excel 2021 & fadt Rows gt & ? - 10,48,576
7. Excel 2021 # fdant Columns & & ? - 16,384
8. Active Cell @r 8 ? -  ggfad Cell
9. Excel w1ger &1 Extension FTE? - .xlsx
10. Formula fr famg @ IS glar 8 ? - = (Equal)
11. Comment Sitsa @t Shortcut Key a2 g1 - Shift + F2
12. ©F Cell Select @t & foiv a1 et 8 7 — Mouse Click
13. & Row Select &7 @I Shortcut Key Fmg ? > Shift + Spacebar
14. & Column Select @ @t Shortcut Key FME? > Ctrl + Spacebar
15. 7 Workbook & @t Shortcut Key @1 8 2 - Ctrl + N
16. Workbook Save @%a @ Shortcut Key @1 28?2 > Cirl + S
17. Workbook Close @%@ ® Shortcut Key T & ? > Ctrl + W
18. SUM Formula &1 39T faafor glar & ? - Gig & & fag
19. AVERAGE Formula @1 &var g ? - 3itga fawrear &
20. COUNT Formula &1 39T fFafeig glar 8 2 - d& fim & fav
21. MAX Formula @7 @var & ? > gad @ F=m garar &
22. MIN Formula @1 @var & ? - ed BIt FEaT arr §
23. TODAY Function &1 femar & ? — gdar fafer
24. NOW Function @1 fawmar & ? - gdaE fafer 3k g5g
25. IF Function faafeiz 3uir glar & ? - 9d S & fag
26. CONCATENATE Function &1 @var & ? - Text Siizar &
27. VLOOKUP Function fafere 3uair glar 8 2 —  Vertical Search & foiw
28. HLOOKUP Function faafeiv 3wzl glar @ 2 —  Horizontal Search & foiw
29. ROUND Function @1 aar & ? ~ guHed FB @ Round @val B
30. Absolute Reference @1 foreg & & ? - § (Dollar)
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- 31. Relative Reference @ar glar g7 - TT9& Cell Reference
= 32. Mixed Reference @7 grar 2 ? - §$A1 I A$1
- 33. Cell Address fdat smi & fAcia? &1 glar 2 ? = Column Letter + Row Number
| 34. Name Box &T 3UaNT &I & ? - Active Cell Address e & fag
& 35. Formula Bar @T 39ahT a7 & ? - Formula Edit @34 & fay
= 36. Fill Handle fd=1 @ 3mar g ? — Data/Formula Copy @7 & faw
- 37. AutoFill Fm & ? ~  Series T
| 38, Flash Fill 7 Fvar & ? > Pattern ¥ AR Data AT ¥
- 39. Text &I Upper Case H sgef @ Function ? — UPPER()
= 40. Text @I Lower Case H &Gotst @I Function ? — LOWER()
- 41, Text & First Letter @l Capital @ @I Function - PROPER()
- 42, LEN Function @97 %l & ? — Text @} Length Farar &
— 43. TRIM Function a7 @var & ? — Extra Space EeTaT &
- 44. LEFT Function @971 &l 8 ? - a0 & 3&R fArerr 2
— 45. RIGHT Function &7 &l & ? - QW & Her fawremar &
= 46. MID Function @1 &vaT & ? - i & R fAwroar 2
" 47. CHAR Function faforg 39ahr glar @ 7 — Character Code 3T 2
48. CODE Function &1 &3aT & ? — Character Code FaTam &
W 49. Text ® Sl & foig Symbol @l-ar 2 2 - & (Ampersand)
e 50. IF Function @ Syntax @7 & ? ~> =IF(Condition, True Value, False Value)
e 51. COUNTIF Function @47 &ear & ? - d & AR Count HT &
— 52. SUMIF Function &7 &3aT & ? - 9d & HFIAR Sum BT
- 53. AVERAGEIF Function a7 &3 & ? — d & IFAR Average faarorar 2
- 54. MAXIF Function @7 @%aT & ? — d & IHFAR Maximum 3T &
55. MINIF Function T &=aT & ? — Id & IR Minimum T 8
= 56. SUMIFS Function &7 &%aT & ? — @3 Al & FJAR Sum BT &
- 57. COUNTIFS Function @7 &3l & ? ~ @3 @l @& AGIR Count AT &
- 58. PMT Function T &varl & ? — Loan @ EMI farerar 2
— 59. NOW 3k TODAY # == 3iaw & ? — NOW = Date + Time, TODAY = %ae7 Date
= 60. Excel & Chart fbaa ¥R & g & ? ~ @ ¥R (Column, Bar, Pie M)
-
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Ls 61. Excel # Data Validation FT 8T & ? ~ Data Entry # fif3a @ar &

L 62. Data Validation @7 35FT #f @%d 8 ? - eid Data Entry A& & forw

;_ 63. Conditional Formatting #T & ? = Cell @I 9d & AR Format FAT

n 64. Conditional Formatting T 39aRT &4 @xd 8 ? = Important Data @ Highlight @7 & foiw
n 65. Pivot Table & 8 ? ~ Data @ WRIA &4 & fog

| 66. Pivot Table &1 39zl a9 &ed & ? — & Data # JEA TF F Analyce 7 F oI
E 67. Filter 7T & ? — Data @ Filter/Sort @37 & forg

_- 68. Sort @ 3yANT fhafey #e & ? —  Data # Ascending/Descending &5 # m# & forg
e 69. Ascending Order & 27 > BleT 3 ST HH (AtoZ 1t 9)

= 70. Descending Order @7 &9 - FETABITHA (Z to A, 9 to 1)
= 71. Excel & Freeze Panes &7 & ? —  Rows/Columns ® Fix #%4 & forg
— 72. Page Break T 9T = FNT B ? - Print Area & FafRG &4 & fav
- 73. Print Preview &7 & ? -  Print 89 & Ugd 3@ & faw

— 4. Print Area WC @¥7 & foT @ @0 § ?  — Page Layout - Print Area

— 75. Merge & Center @T 3YPT &1 8 ? = Cells ® NEHT Center Fwa @ foiy
— 6. WrapTexfWEﬂ'ﬂ’l’JTa‘i‘JT%? - Text @t Cell & 3ige & @M & fav
= 77. Percentage Format ® Shortcut Key @1 & ? = Ctrl + Shift + %

- 78. Currency Format ® Shortcut Key @1 & ? - Ctrl + Shift + §

L 79. Date Format @T Shortcut Key @I 2 ? - Ctrl + Shift + #

K 80. Increase Decimal T Shortcut Key #T 2 ? = Increase Decimal Button

81. Decrease Decimal &1 Shortcut Key &T g 2 = Decrease Decimal Button
= 82. Cell ® Border oI & foig @1 @¢d 2 ? — Home Tab — Borders
— 83. Cell @T Color Change @7t & foig @r @ & ? >  Fill Color Option
- 84. Font Color Change v & f FT a8 ? - Font Color Option
— 85. Chart §914 & fo7u ®I AT Tab 39ANT & 8 7~  Insert Tab

= 86. Pie Chart & 393PT &9 Hed & ? = Percentage/Parts fam & fag

_ 87. Bar Chart &7 39307 &4 Hd & ? = dal (Comparison) fewE & fog
= 88. Line Chart & 3541 4 & ¥ ? > Trend REM ¥ faT

= 89. Excel # Shortcut Key @ gt 2 ? - @ B Aol FA P Fol

= 90. Excel ¥ & fog w=m w3t & ? - Practice 3R Reqular Use

-
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o 91 Excel & Goal Seek & 8 ? - T8 9T #wa & forg
- 92. Scenario Manager T g7 —  fafder faat @1 fAgetyor
- 93. What-If Analysis &7 8 ? -  gaifaq gRome oA & forg
= 94. Data Table T & ? - faffeq wEf & IRomw @ & fov
o 95. Consolidate &7 2 ? —  @§ Sheets & Data @ iigal
. 96. Subtotal @ 3ITINT fEafoy glar & ? ~  Data @ GRIS 38 & foig
| 97. Group @1 JFANT FY @ ¥ 7 = Data W Group #0% & Y
'_- 98. Ungroup &1 39IPT &I #=d & ? ~  Group fT 7T Date @I gedt & fow
'_- 99. Protect Sheet FI fdar Gmar 8 ? —  Sheet I WRfdT = & forg
'_- 100. Protect Workbook @i fasr ar 8 ? = Workbook ® gRférd @ & forw
;- 101. Password Sheet # @& e & ? - Review Tab — Protect Sheet
- 102. Password Workbook # & omd g ? —  Review Tab — Protect Workbook
B 103. Rename Sheet 3% X & ? —  Right Click — Rename
[~ 104. Sheet Insert #%t @wat & ? ~ Right Click = Insert
B 105, Sheet Delete 3%t @t & 7 > Right Click — Delete
[~ 106. Move or Copy Sheet ® 37aWT #T & ? - Sheet ® ZEH E o T F foiy
= 107. Find ®T Shortcut Key #T & ? - Ctrl + F
- 108. Replace ®T Shortcut Key #T & ? - Ctrl + H
- 109. Go To @I Shortcut Key T & ? - Ctrl + G
= 110. Hyperlink Insert 3 #ed & ? ~ Insert Tab — Link
- 111, Hyperlink @7 37ahT F4f @#wd & ? > & File/Website W & & foig
= 112. Comment Insert & @vd & ? — Review Tab = New Comment
e 113. Comment Delete & &vd & ? —  Comment Select @& Delete
| 114. Spell Check T Shortcut Key #T & ? - F7
- 115.  AutoSum ®T Shortcut Key FT & ? = At + =
- 116. Fill Down T Shortcut Key T & ? > Ctrl + D
b 117. Fill Right T Shortcut Key T & ? - Ctrl + R
_ 118. Clear All ®T Shortcut Key &1 & ? = Delete
= 119. Insert Row @I Shortcut Key T 8 ? —  Ctrl + Shift + +
= 120. Insert Column T Shortcut Key T g ? = (el + Shift » #
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121, Delete Row @ Shortcut Key &7 & ? -
122. Delete Column T Shortcut Key 77 2 ? -
123. Hide Row @ Shortcut Key FT 2 ? -
124. Hide Column @I Shortcut Key @ 2 ? -
125. Unhide Row/Column @T Shortcut Key @1 & ? —
126. Freeze Panes @7 Shortcut Key &7 & ? -~
127. New Window ®T Shortcut Key @ & ? -
128. Switch Window T Shortcut Key T & ? -
129. Split Window @T Shortcut Key T & ? -
130. Remove Split @7 Shortcut Key &1 2 ? -
131, Zoom In @7 Shortcut Key &1 & ? -
132. Zoom Out @I Shortcut Key &T 8 ? -
133. 100% Zoom @T Shortcut Key T 2 ? -
134. Page Setup Dialog Box @ Shortcut Key @T & ? —
135. Print Preview @I Shortcut Key #T & ? -
136. Create Table ®T Shortcut Key T & ? -

137. Insert Function @®T Shortcut Key =T % ? =

138. Name Manager @1 Shortcut Key #T & ? =
139. Define Name @I Shortcut Key &T g7 =3
140. Trace Precedents @I Shortcut Key #T 8 ? -

141. Trace Dependenfs &I Shortcut Key FTE? -
142. Show Formulas &T Shortcut Key =T g ? =

143. Audit Cell T Shortcut Key T 2 ? -
144. Solver @I 39T fhaferv glar & ? -
145, Solver Shortcut Key T & ? -
146. Macro Record &% @T Shortcut Key a1 g ? -
147. Macro View @®T Shortcut Key T g ? -
148. Refresh All ®T Shortcut Key &7 g ? =5

149.  Excel Options Flold &7 Shorteut Key @41 g 7
150. Excel & Maximum Characters fas gld 8 ? -

——elly
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Ctrl + 9

Ctrl + 0

Ciel + Shift + 9 7 0
Alt + W + F + F
Alt + W + N

Alt + Tab

Alt +
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Alt +
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Alt + W + 1

Al = P =35 # P

Ctrl + F2

Cirl + T

Shift + F3

Cérl + F3

Ctrl + F3 (New)

Alt + M + P

Alt + M + D

Ctrl + ° (Backtick)

Alt + M % A

dfeer TS @ g It & fag
Alt + A+ §

Al + T + M + R

Alt + W+ V + M

Citrl + Alt + F5

Alt ¢ F» F
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| 151 Excel & Minimum Characters fdst @d & 7 - 1 (0% Cell #)
g | 152. Excel # Default Font @I & ghar & ? > Calibri
| 153 Default Font Size FaT T & ? - 11

| 154 Excel # Default Alignment I &1 gial & 7 — General
| 155. Bold ¥ @ Shortcut Key T 8 ? ~ Ctrl + B
_- 156. Italic @ ®T Shortcut Key #T & ? - Ciel + I
_- 157. Underline @ @ Shortcut Key #T & ? = Cirl + U
™" | 155, Strikethrough S0 B Shorteut Kay FRE? = Ll + 5
~® 159, Left Align @ 3T Shorteut Key T & ? o Ctl + L
[ | 160. Center Align @< &7 Shorteut Key T 8 2 = Cirl + E
—= 161 Right Align &R @I Shortcut Key #T 2 ? > Ctrl + R

+
-—*

8 162, Top Align @ @ Shortcut Key 1 & ? ~ Alt + H+ A
C8 163, Middle Align @33 @ Shortcut Key #1 & 2 - Alt + H + A + M

C8 164 Bottom Align #X7t @ Shortcut Key #®T 8?2 —» Alt + H+ A + B
T8 165. Text Wrap # @7 Shortcut Key ¥ 2 ? > Alt + H+ W

W 166. Merge Cells &% @1 Shortcut Key 1 8 ? > At + H+ M+ M
W 167 Merge & Center &% @7 Shortcut Key ®T 28 7 - Alt + H+ M + C

- 168. Increase Font Size @ Shortcut Key T g - Ctrl + Shift + >
169. Decrease Font Size T Shortcut Key & =2 = Ctrl + Shift + <

-
- 170. All Borders &mel &I Shortcut Key e ? - Alt + H+ B + A

- 171. Outside Borders e@el @I Shortcut Key =T ? ? - At +H+ B+ S

__ 172 No Border @ @ Shortcut Key 4T 8 ? - At +H+B+N

__ 173. Currency Format @7 @7 Shortcut Key #T 8 ? - Ctrl + Shift + §

- 174. Percentage Format o & Shortcut Key a1 2?7 - Cl+ Shift + %

- 175. Comma Sf:y[e (Nu.mber) &I Shortcut Key =T ? ? o Ctrl + Shiff + ,

- 176. Increase Indent &va @I Shortcut Key a1 g ? - Alt + H + 6

| 177. Decrease Indent F9a FT Shortcut Key EE?T? 2 - Alt + H+ 5

- 178. Format Painter @I Shortcut Key T ? ? — Ctrl + Shift + C, Ctrl + Shift + V
e 179. Column Width AutoFit @7 Shortcut Key T 27 =5 Ak+H+04+]

180 Powr H-*-20 Ml S Ol B A . S X 9 i EE . TER 2 A Ok
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181.
182.
183.
184.
185.
186.
187.
188.
189.
190.

191,

192,
193.
195

195.
196.
197.
198.
199.
200.
201.
202.
203.
204.
205.
206.
207.
208.
209.
210.
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Column Width TGT ®T Shortcut Key #T & ? -
Column Width TeTd ®T Shortcut Key T & ? -
Row Height @I @T Shortcut Key T 8 ? -
Row Height HET ®T Shortcut Key #T & ? -
Excel & Wrap Text ¥d @wa & ? -
Orientation Change (Text Angle) &% #d 2 ? -

Conditional Forma.i:ting &I Shortcut Keg T E 7o

Insert Row T Shortcut Key &7 g ? -
Insert Column T Shortcut Key g ? -
Delete Row T Shortcut Key T & ? -
Delete Column T Shortcut Key T 2 ? -
Insert Cell ®T Shortcut Key T 8 ? =
Delete Cell T Shortcut Key T & ? -
Format Cell Dialog Box @I Shortcut Key T g?-
Fill Color @T Shortcut Key T 2 ? E
Font Color T Shortcut Key T - -
Clear Formatting @I Shortcut Key T . o
AutoSum T Shortcut Key T g ? -+
Sum Formula ®T Shortcut Key T & ? -
Filter &=t @1 Shortcut Key &7 & ? -
Filter Remove % T Shortcut Key T & 2 -
Sort Ascending ®T Shortcut Key T & ? -
Sort Descending @I Shortcut Key T g7 -
Find and Select @7 Shortcut Key T &2 =
Replace @T Shortcut Key &7 37 -+
Go To Special @T Shortcut Key T 2 =
Freeze Top Row @T Shortcut Key FT 8 ? B

Freeze First Column T Shortcut Key =7 3 ? -

Freeze Panes (Custom) @I Shortcut Key T ¥
Unfree Panoc T Qhandrid Kow 210 - =

*

Alt
Alt
Alt
Alt
Alt
Alt
Alt

Ctrl + Shift +
Shift +

Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
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X |E | X | X |XE

H
H

Shift +
Shift +

Ctrel + 1
+ H+ H

Alt
Alt
Alt
Alt
Alt

+

+

+

H
H

0
0
+ 0 +
0
+ W

+ 0+ A
+ L

+

+

+

+ F + (C
+ E + F

+ Shift + =
Ctrl + Shift + L
Alt + A + C

Al + A+ 5% 4
Alt + A + 5+ D
Ctrl + F
Ciel + H
F5 - Special
Alt + W
Alt + W

Alt + W
AlL &+
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211, Spell Check @T Shortcut Key &1 & ? 5
212. Thesaurus @ Shortcut Key &1 & ? -
213. New Window T Shortcut Key #T & ? -
214. Arrange All @T Shortcut Key #T & ? -
215. Split @T Shortcut Key #T 2 ? -
216. Hide T Shortcut Key FT & ? -
217. Unhide T Shortcut Key &T & ? -
218. Group @ Shortcut Key & 2 ? -
219. Ungroup @T Shortcut Key FT & ? -
220. Subtotal FT Shortcut Key T & ? -

221. Data Validation #T Shortcut Key #T 8 ? -
222. Remove Duplicates T Shortcut Key @7 & ? -
223. Text to Columns @T Shortcut Key T & ? -
224. Advanced Filter @T Shortcut Key #T & ? -
225. Insert Function @T Shortcut Key #T 2 7 -
226. Name Manager Open @ # Shortcut Key ? —

227. Define Name @ Shortcut Key & 2 ? -
228. Data Table & Shortcut Key T & ? -
229. What-If Analysis # Shortcut Key #T & ? -
230. Goal Seek @ Shortcut Key T 7 ? -~
231, Scenario Manager @l Shortcut Key #T 8 ? -
232. Consolidate @ Shortcut Key &r & ? -
233. Pivot Table @I Shortcut Key T & ? -

234. Repeat Last Action & Shortcut Key &1 g2
235. Fill Down @I Shortcut Key T g7

236. Fill Right @ Shortcut Key 74T & ?

237. Flash Fill & Shortcut Key & & ?

238. Quick Analysis &l Shortcut Key a1 g ?
239. Table Create ¥ @} Shortcut Key FT & ?

—% N s ' -~

240. Table =" " ™

*r—-»

1

(4 dd |3

Computer Science

F7

Shift + F7
Ctrl + N
Alt + W + A
Alt + W + S
Ctrl + 9

Cirl + Shift + 9
Al + Shift + =
Alt + Shift + «
Alt 2 A s Me&§
AME =+ A+ V=Y
Alt + A+ M
Alt + A + E
Alt + A + Q
Shift + F3
Cérl # F3

Ctrl + F3 (New)
Alt + A « T
Alt + A + W
Alt + A + W + G
Al + A+ W+ S
Alt + A+ N + S
Alt + N +V

F4

Ctrl
Ctrl
Ctrl
Ctrl
Ctrl

+ + + +
4 0 M ™ O

+
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241.
242,
243,
2494,
245,
24é6.
2%7.
248.
299,
250.
251,
252
253.
254,
235.
256.
257.
258.

259,
260.
261.
262.
263.
264.
265.
266.
267.
268.
269.
270.

Computer Science

Pivot Table Insert @R & Shortcut Key #T & ? -
Slicer Insert @%@ @t Shortcut Key T & ? -
Timeline Insert @¥a # Shortcut Key 1 2 ? -
Chart Insert &% @I Shortcut Key #T & ? -
Recommended Charts ® Shortcut Key &T & ? -
Combo Chart @ Shortcut Key T & ? -

Chart Elements Add @G 1 Shortcut Key #T 8 ? -
Chart La.you.f Cha.n.ge & Shortcut Key =g ? =»

Chart Sfyle Change & Shortcut Key 7 ?- ? o
Switch Row/Column & Shortcut Keg 7 ? ? -
Axis Format @3 & Shortcut Key T8 ? =
Data Labels Add @3 & Shortcut Key w8 ? =
Legen.d Add @3 &b Shortcut Key T g ? =
Trendline Add % & Shortcut Key T 2 ? -4
Print @ Shortcut Key Co g ? =+
Print Preview @I Shortcut Key a7 ? ? =
Pa.ge Sefup P Shortcut Key o] g 4 =4
Header & Footer &1 Shortcut Key T é ? =
Insert Pa.ge Break @l Shortcut Key G ? ? =5
Remove Page Break &b Shortcut Key &1 g ? 4
Gridlines Show/Hide ﬁ Shortcut Keg 7 % ? -
Headings Show/Hide &l Shortcut Key T 2@ =
Formula Bar Show/Hide &l Shortcut Key 8 ? -
Sheet Tab Color Cha,nge. 4 F ? =%
Sheet Copy EWF} é} Shortcut Key CEl g ? =¥
Sheet Move @R &I Shortcut Key &1 & ? -
Worksheet Zoom 100% @I Shortcut Key #T & ? -
Zoom to Selection &l Shortcut Key T g ? =)
Hide Workbook @I Shortcut Key T & ? -
Unhtﬂ - e i N s ] L the ORI |

& — ¢
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Alt
Alt
Alt
Alt
Alt
Alt
Alt
Alt
Alt
Alt

+ N+ V
+N+J
+ N &1
+ F1
+ F1 + R
+ N+ C
+C+E
+C+1L
+C+$
+ W+ S

Ctrl + 1

Alt
Alt
Alt

+C+D
+ C+L
+ C+ 17

Ctrl + P
Ctrl + F2

Alt
Alt
Alt
Alt

Alt
Alt

+PeS#+P
+ N+ H
+ P+ B
+P+R
+ W+ V+aG
+W+V+H

Ctrl + Shift + U
Righf Click = Tab Color
Ctrl + Drag

Dra.g & Drop

Alt
Alt

Cirl + @

+ W+ 1
+ W+ E
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271.  Show Workbook @I Shortcut Key &7 g2 - Ctrl + Shift + 9
272. Hide Window ?mﬁ' Shortcut Key W? ? = Ctrl + 0
273. Unhide Window @ Shortcut Keg 2 - Ctrl + Shiff + 0
274. New Worksheet Insert @¢at &} Shortcut Key g7 - Shiff + Fi1
275.  Select Entire Worksheet ﬁ' Shorteut Key T g ? - Ctrl + A
276. Select Entire Column #F Shorteut Key 71 8 7 = Ctrl + Spacebar
277, Select Entire Row I Shortcut Key a1 & ? ~ Shift + Spacebar
278.  Jump to Last Cell (Data) FI Shortcut Key T 8?2 - Ctrl + End
279.  Jump to First Cell # Shortcut Key a7 g ? - Ctrl + Home
280. Move One Cell Right & Shortcut Key a1 27 = Right Arrow
281. Move One Cell Lef'f: & Shortcut Key 8 ? - Leff: Arrow
282. Move One Cell UP #l Shortcut Ke.y g7 %‘ ? = U.P Arrow
283. Move One Cell Down 1 Shorteut KeH w8 ? = Down Arrow
28%. Move to Next Data Region. Eﬁ' Shortcut sz T g ? = Ctrl + Arrow Key
285. Move to Previous Data Regian ﬁ Shortcut sz G ? ? = Ctrl + Shiﬁ + Arrow Kay
286. Open Go To Dialog Box @ Shortcut Key @ 2 2 - Cirl + G
287. Go To Special Dialog Box # Shortcut Key 4T 8?2 - F5- Special
288. Comment Insert 3377} ﬁ Shorteut Key =T g ? = Shi.ff + F2
289.  Comment Edit @7 & Shortcut Key &1 & ? -~ F2
290. Comment Delete @¥ #I Shortcut Key T & ? ~ Delete
291. Edit Direct in Cell ﬁ' Shortcut Key 7 ? ? = F2
292.  Cancel Edit (Cell) aa' Shortcut Ke.H T g ? = Esc
293. Ert.fer l':ﬂ. CE[! (FOFMUI‘.GS.J ﬁ Shar‘icuf KEH W ? ? - Enéﬂf‘
294. New Line in Cell ﬁ Shortcut Key C2 ? ? = Alt + Enter
295.  AutoComplete @] @vd bl Shortcut Key @7 g2 = Enter
296. Fill Handle Use @%s @I Shortcut Key w7 8 ? ~ Dra.g (Mouse)
297. Date Insert @ @l Shortcut Key &1 2 ? - Cirl +
298. Time Insert &¥d @l Shortcut Key &1 & ? = Ctrl + Shift + ;
299.  Current File Save @ @i Shortcut Key #T 8 2 - Ctrl + S
800 Eisal Bl Bica ds: Tod B Closlrat Wov Fm B9 = E1D
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[~
w301 File Open @R T Shortcut Key T & ? > Ctrl + 0
~m 302, File Close @A @ Shortcut Key #T & ? > Ctrl + W
T 303. Workbook Close @3 @T Shortcut Key T g? - Ctrl + F4%
g 304 New Workbook 17 @T Shortcut Key #T 2 ? - Ctrl + N
- 305. Save @V @I Shortcut Key T8 ? - Ctrl + S
- 306. Save As @7 @7 Shortcut Key @41 27 - F12
g 307. Excel Print @4 @ Shortcut Key &1 2 ? > Ctrl + P
g 308, Quick Print #RA FT Shortcut Key FT & ? > Ctrl + Q
309, Exit Excel ®%7 # Shortcut Key #T 2 ? - Alt + F4
310. Undo @R FT Shortcut Key FT & ? > Cirl + Z
-~
311.  Redo @va @1 Shortcut Key w8 ? = Ctrl + Y
[~
312, Cut @ &7 Shortcut Key FT & ? > Ctrl + X
-
313. Copy v BT Shortcut Key T8 ? - Ctrl + C
= 314. Paste @7 @ Shortcut Key a7 27 - Ctrl + V
= 315.  Paste Specf.a.[ &3 BT Shortcut Key g7 g ? - Ctrl + Alt + V
~8 316, Find &% FT Shortcut Key T 2 ? - Ctrl + F
— 317, Rep[ace &7 BT Shortcut Key Fr 8 ? - Ctrl + H
- 318. Go To @ &I Shortcut Key w8 ? - Cirl + G
- 319. Select All FRT &7 Shortcut Key 7 ? ? - Cirl + A
- 320. Clear Contents @I Shortcut Key @41 g ? = Delete
- 321. Clear Formats @T Shortcut Key T 27 > Ctrl + \ (Backslash)
322. Clear All &T Shortcut Key w82 - Ctrl + Shi.ff + Delete
- 323. Insert Sheet @¥a &T Shortcut Key T g ? - Shift + Fi1
- 324. Delete Sheet @%7 &I Shortcut Key &1 g ? - Alt + H+ D + S
- 325. Rename Sheet &V HT Shortcut Key 4T 22 - Alt + H+ 0 + R
326. Move or Copy Sheet @7 @T Shortcut Key #T & 7 Alt + H + 0 + M
- 327. Hide Sheet ®¥e @I Shortcut Key &1 & ? - Ctrl + 9
- 328. Unhide Sheet ¥ &T Shortcut Key @47 g7 =+ Ctrl + Shift + 9
- 329. Group Sheets #ve BT Shortcut Key T g ? - Ctrl + Shift + Page Down
330‘ Un,groun Shoote m &I Shortent Koo T é ? - C?lr.{ + %H + Paae UP
~- Computer Science Teacher
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331. Select Next Sheet &T Shortcut Key w8 2 - (Ctrl + Pa.ge Down
332. Select Previous Sheet T Shoricut Key &T 22 = Ctrl + Page Up
333. Move to First Sheet @I Shortcut Key T 8 ? - Ctrl + Home
334. Move to Last Sheet @I Shortcut sz 7 g’ ? - (Ctrl + End
335. Worksheet @I Copy &Y BT Shortcut Kay FTE?2-> At +H+0+M
336. Worksheet ®I Move ¥ @T Shortcut Key #T & 7 » Alt + H + 0 + V
337. Insert Cells @I Shortcut Key T 8 ? - Ctrl + Shiff + +
338. Delete Cells &T Shortcut Keg e g’ ? - Ctrl + -
339. Insert Rows @1 Shortcut Key T 8 ? - Ctrl + Shiff + =
340. Delete Rows ®T Shortcut Key & & ? > Ctrl + -
341.  Insert Columns ®T Shortcut Key &7 g ? = (tel + Shift + +
342. Delete Columns @PT Shortcut Key =T g ? - (Ctrl + -
343. Insert Function ®T Shortcut Key &7 22 - Shift + F3
344. AutoSum Insert e @I Shortcut Key #T 8 2 - Alt + =
345.  Formula Bar Show/Hide @®T Shortcut Key FTE? - Ctrl + Shiff + U
346. Zoom In T Shortcut Key T g7 - Ctrl + Alt + =
347.  Zoom Out @1 Shortcut Key FT & ? > Ctrl + Alt + -
348.  Macro Record @ T Shortcut Key &7 & ? - Alt + R+ R
349, Macro Stop @ T Shortcut Key T & ? - Alt + R+ Q
350. Name Mana.ger Open &V BT Shortcut Key FT &2 - Cirl + F3
351.  Data Validation Open FvT BT Shortcut Key 41 272> At+D+L
352. Conditional Farmfﬁng Open. FvT BT Shortcut Key T ? 7- Alt + H + L
353. Pivot Table Create X7 ®T Shortcut Key #IT & ? — Alt + N + V
354. Filter Apply ¥ @T Shortcut Key FIT 2 ? ~ Ctrl + Shift + L
355, Sort A to Z @71 Shortcut Key &1 g7 - At + A+ S + A
356. Sort Z to A T Shortcut Key FIT & ? > At +A+S+D
357.  Freeze Panes @I Shortcut Key =T g ? - At + W+ F + F
358. Unfreeze Panes @T Shortcut Key @7 g ? > Alt + W+ F + F (fiw Unfreeze)
359.  Print Preview ®T Shortcut Key T g7 - Ctrl + F2
360‘ Fu_{{ ‘IH' kA i -_—r 1 I I 74 -TrTrr 3 - ~i . o |
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390. Docunr

—_D
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e SO

369. Full Screen Mode ®T Shortcut Key ¥ & ? -
370. Next Workbook WX Switch @7 &7 Key #0718 ? | =
371.  Previous Workbook W Switch @1 @ Key T 2 ? -

372. Go To Special ®T Shortcut Key FT 2 ? -
373.  Select Visible Cells Only @T Shortcut Key #1 & ? -~
374. Expand Selection T Shortcut Key &IT & ? ~
375. Collapse Selection ®T Shortcut Key &1 & ? ~
376. Insert Hyperlink ®T Shortcut Key @ & ? | -
377.  Open Hyperlink @T Shortcut Key @1 & ? -
378. Table Create @ @I Shortcut Key FT & ? [
| 379.  Table Style Apply @3 @T Shortcut Key #1 8 72 -
| 888,  Reimow Table (Comurt: o Ranged B Ky TR E 2 | =
381.  Refresh (Data) @T Shortcut Key 4T 2 ? B
382.  Refresh All @T Shortcut Key &7 & ? [ =
383. Trace Precedents ®T Shortcut Key @1 & ? | =
384. Trace Dependents T Shortcut Key T & ? | -
385.  Remove Arrows ®T Shortcut Key & & ? | =
386. Error Checking ®T Shortcut Key T & ? E
387. Evaluate Formula T Shortcut Key & & ? -

388. Solver Add-in Open. @& BT Shortcut Key CE g ? =5
389. Save As (File Save As) T Shortcut Key T & ? | -

s . S

Shift

361. New Window @I ®T Shortout Key FT 2 ? ~ At + W+ N
362. Arrange All Windows @T Shortcut Key T 37 | = At + W + A
363.  Split Window @T Shortcut Key FT & ? | > At WesS
364. Hide Window @T Shortcut Key @1 2 ? | > At e W H
365. Unhide Window @T Shortcut Key FT 2 ? T
366. View Gridlines Show/Hide BT Shorkcut Key 1 2 7| = Atk + W + V + 6
367. Headings Show/Hide ®T Shortcut Key @I 2 ? o AWV eH
368. Formula Bar Show/Hide ®T Shortcut Key &I & ? [ = Cirl + Shift + U

+ F1

Cirl + Tab
Ctrl + Shift + Tab

F5 -

Alt + ;

Special

]

Ctrl + Shift + 8
Ctrl + 8

Ctrl + K

Ctrl + Click
Ctrl + T

Ctrl + Shift + T

Alt +
Alt +

N+V
FS

Ctrl + Alt + F5

Alt +

Alt +
Alt +
Alt +
Alt +
Alt +
Fi2
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- 391.  Protect Sheet @7 Shortcut Key FIT & ? | B eRePrS

- 392, Unprotect Sheet ®T Shortcut Key &1 2 ? > Alt + R+ U+ S

i 393.  Protect Workbook T Shortcut Key &1 & ? | =+ Ak s R+ P s W

s 394.  Unprotect Workbook T Shortcut Key #IT 8 ? | =+ AR+ R+U+ W
395,  Allow Edit Ranges @T Shortcut Key T 2 ? - Alt + R + A

E 396.  Share Workbook T Shortcut Key &1 & ? - Alt + R+ W

™ 397.  Track Changes (Share Workbook) @7 Shortcut Key 1 & 7| — Alt + R + T

- 398.  Accept Changes T Shortcut Key &4T & ? - At + R+ A+C

- 399. Reject Changes ®T Shortcut Key &T & ? = At + R+ J

- 400. New Comment T Shortcut Key &1 & ? & Shift + F2

- 401.  Edit Comment T Shortcut Key #T 8 ? - F2

e 402.  Delete Comment T Shortcut Key #4T & ? = Delete

- 403.  Previous Comment W ST @I Shorteut Key T & ? |~ i+ Shift + Page Up

- 404.  Next Comment W ST BT Shortcut Key T & ? = Ctrl + Shift + Page Down
405,  Insert Picture @T Shortcut Key &T 8 ? - Alt + N+ P

W 1405, et Sape TP Shitost Koy 70 ¥ 7 = s+ 8ol

- 407.  Insert Chart ®T Shortcut Key #T & ? | = At+N+V+C

m 408.  Insert Text Box @1 Shortout Key T & ? | = A+ N+ X

- 409.  Insert Symbol @ Shortout Key T 8 ? | = At +N+U=+sS

o | 410, Insert Puot Table T Shortout Key T # 7 o ANV P
411, Insert Slicer @T Shortcut Key #T 8 ? = Ak + N+ Vo

" 412 Show/Mide Slicer T Shorteut Key T 3 7 | o Ctrl + Shift + B

- 413, Group T Shorteut Key T & ? o Ctrl+ G

- 414.  Ungroup T Shortcut Key T & ? | = Ctrl + Shift + G
415.  Hide Row T Shortcut Key T & ? | = Cirl + 9

—~ 416.  Unhide Row T Shortcut Key T & ? | = Ctrl + Shift + 9

- 417, Hide Column T Shortcut Key FT 8 ? | = Ctrl + 0

- 418.  Unhide Column T Shortcut Key T 2 ? | = Ctrl + Shift + 0
419.  Outline Group (Rows/Columns) @T Shortcut Key FT & ? | — Alt + Shift + Right Arrow

- _ (T Data = Group)
420.  Outline Unaroup (Rows/Columns) ®T Shortcut Key @7 & 2 | = Alt + Shift + Left Arrow

— Computer Science Teacher
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421. Rows Group #vd BT Shortcut Key a1 g2 Ctrl + Shift + Right Arrow
422. Rows Ungmup #vd BT Shortcut Key T8 ? - Cirl + Shiff + szi Arrow
423.  Columns Group FVd BT Shortcut Key 4T g ? = Ctrl + Shift + Down Arrow
424.  Columns Ungroup FIT BT Shortcut Key a1 g2 |- Cil + Shift + Up Arrow
425.  Flash Fill @T Shortcut Key T g ? ~ (il » E
426. Remove Duplicates @PT Shortcut Key T g ? - Alt + A+ M
427.  Text to Columns ®T Shortcut Key T & ? - At + A+ E
428. Data Validation T Shortcut Keg T g ? = At + A+ V +V
429.  Consolidate @ Shortcut Key &7 & ? - At +D+C
' 430. Whaf-ff Ana.f.ysr'.s Open & BT Shortcut Key T g 2 = Alt + A+ W
431. Scenario Ma.nager &I Shortcut Key T g ? - Alt + A+ W+ S
432.  Goal Seek @T Shortcut Key #T & ? - At + A+ W+0G
433.  Subtotal BT Shortcut Key FIT & ? - At + A+ B
434%.  PivotTable Create ¥ ®T Shortcut Key 4T g ? = Alt + N+ V
435. Refrasﬁ PivotTable @T Shortcut Key a7 g' ? - Alt + F5
436. Insert Slicer T Shortcut Key =T g ? = Alt + N +V + 1
437.  Insert Timeline PT Shortcut Key T g2 = At + N+ V + T
438. Filter APP'{H #¥A BT Shortcut Keg T ? ? - Ctrl + Shiff + L
_ 439. Clear Filter @I Shortcut Keg T ? ? _ = Alt + A+ C
' 440. Sort (A to Z) T Shortcut Key 4T 27 - Alt + A+ S + A
441, Sort (Z to A) BT Shortcut Key FT 2 ? - At +A+S+D
442, Custom Sort @T Shortcut Key FT & ? |= dit s Aa S0
| 443. Freeze Panes @I Shortcut Key T g’ ? | Alt + W+ F + F
44%. Unfreeze Panes @®T Shortcut Key &1 g = At + W+ F + F(fiw Unfreeze)
445, Split Window T Shortcut Key T & ? | = Alt+W+S
| 446. Remove Split @I Shortcut Key T g ? =% Alt + W + R
 447.  New Window T Shortcut Key T & ? | o Alt+ W+ N
| 448.  Synchronous Scm“ing &PT Shortcut Key T g7 | = Alt + W + Y
| 449.  Workbook Statistics ®T Shortcut Key &7 27 S Alt + Shift + G
450. View Shortouts (All) Open @7 FT Shortcut Key FT 8 72 — Alt + W + M
¥ ;e Ex Computer Science Teacher
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464. Trace Dependents ®T Shortcut Key FT g ?

465.  Remove Arrows @1 Shortcut Key T & ?

466.  Evaluate Formula @1 Shortcut Key ¥IT & ?

467.  Watch Window T Shortcut Key &1 & ?

468. New Rule (Conditional Formatting) T Shortcut Key FT g ?
469. Manage Rules (Conditional Formatting) @1 Shortout Key T g? |
470.  Clear Rules (Conditional Formatting) T Shortcut Key FIT B2 |
471.  Format Cells T Shortcut Key FT 3 ? |
472.  Column Width AutoFit T Shortcut Key T g2

473.  Row Height AutoFit T Shortcut Key &1 & ?

474.  Workbook Properties @1 Shortcut Key FT & ?

475.  Sheet Tab Color Change ®T Shortcut Key T & ?

476.  Insert Comment @I Shortcut Key T g ?

477.  Edit Comment ®T Shortcut Key &1 & ?

478.  Delete Comment ®T Shortcut Key #T & ?

479.  Show/Hide Comments @1 Shortcut Key T g2 _
480.  Switch Rows/Columns (Transpose) T Shortcut Key T g ?

451,  Worksheet Statistics @ Shortcut Key T & ? - At + Shift + G
452.  Workbook Statistics @1 Shortcut Key &1 & ? - Alt + Shift + G
453.  Calculate Now (Calculate Sheet) T Shortcut Key T 8 ? | = F9

454.  Caleulate All (Calculate Workbook) @1 Shortcut Key ¥ & ? | — Ctrl + Alt + F9
455.  Calculate Sheet @7 Shortcut Key T 8 ? E Shift + F9

456,  Recalculate All ®T Shortcut Key T & ? — Ctrl + Alt + F9
457.  Define Name (Name Manager) ® Shortcut Key &I & ? - Citrl + F3

458. Edit Name (Name Manager) ®T Shortcut Key ¥1 & ? - F3

459.  Insert Name (Name Manager) &7 Shortcut Key &1 & ? - New - Cirl + F3
460.  Apply Name ®T Shortcut Key ¥ & ? - F3

461.  Paste Name ®T Shortout Key #T 2 ? - F3

462.  Show Formulas ®T Shortcut Key T 2 ? — Ctrl + ° (Backtick)
463. Trace Precedents @7 Shortcut Key TT 2 ? - At + M+ P

Alt
Alt
Alt
Alt +
Alt +
Alt +
Alt
Ctrl + 1

At + H+ 0 + I
At + H+ 0 + A
At + P+ I
At + H+ T
Shift + F2
F2

Delete

.
At + A+ N+ T

+ D
+ A+ A

+

+
T ITITIZT|ZT|X
+
=

+

+ N+ R
+0+M

*

+
L% ]

% A
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481,
482,
483,
484,
485.
486.
487.
488

489,
490.
491,
492,
493,
494,
495,
496,
497,
498,
499,
500.
501.
502.
503
504,
505.
506.
507,
508.

509.
510.

Paste Specf.a.i ®T Shortcut Keg 7 g ? =¥
Paste Values @I Shortcut Key T g7 -
Paste Formulas T Shortcut Key El g' ? —
Paste Formaffﬁng @1 Shortcut Ke.g 7 g ? -
Paste Column Widths T Shortcut Key 7 g ? -
Paste Transpose @I Shortcut Key T 27 -
Paste All (All Merging Conditional Formatting) Shortcut ? -
Delete Sheet T Shortcut Ke,y w8 ? -
Rename Sheet ®T Shortcut Key T & ? -
Move or Capy Sheet T Shortcut Key T g ? —
Hide Sheet @&PT Shortcut Keb: T é ? —
Unhide Sheet ®T Shortcut Key FT 8 ? -
Insert Worksheet T Shortcut Key Fr g -
Delete Worksheet T Shortcut Key T8 ? —
Select Entire Worksheet T Shortcut Ke,y T8 ? o
Select Entire Row ®T Shortcut Key T & ? -
Select Entire Column T Shortcut Ke.y Fr 8 ? —
Go To (Find) T Shortcut Ke.y FT 8 ? —
Find Next T Shortcut Key Fr 8 ? ~
Find Previous T Shortcut Key T 2 ? —
Eepia.ce &1 Shortcut Key &1 g ? |
Clear All (Cells) T Shortcut Key T ¥ 2 R
Clear Formats @I Shortcut Kay Fr 2 2 | -
Clear Contents T Shortcut Key T 22 | =
Number Format Apply @T Shortcut Key 4T g 2 |
Date Format App-fy &l Shortcut Key T 8 2 | -
Cu.rrency Format Apply pI Shortcut Key T 8 ? | =
Percent Format Appfy #T Shortcut Key 7 8 2 | -2®
Insert Current Date T Shortcut Key @47 22 | =
Insert Current Time %P1 Shortcut Keg T 8 2 —

Ctrl + Alt + V
At + E + S +V
At +E» S+ F

At + E + S+ T
At + E+ S+ W
Alt + E + S + E
At + E +§5 + A
At + H + D + S
At + H+ 0 + R
At + H+ 0+ M
At + H + 0 + H
At + H + 0 + U
Shift + F1i1

At + H+ D + S
Ctrl + A

Shift + Spacebar
Ctrl + Spacebar
F5 a1 Ctrl + G
F4

Shift + F4

Ctrl + H

Delete

Alt + H # E + F
Delete

Ctrl + Shift + !
Ctrl + Shift + #
Cirl + Shift + §

+ %

Ctrl + Shift
Ctrl + ;
Ctrl + Shift + ;

T8

% AT $9 Shortcut Keys T faffia aramd & & st w#g F=9m %

]
-

- — 9
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