MS Excel Keyboard Shortcuts

The Ultimate Cheat Sheet for Students & Professionals | Free Download

Namaskar! Yeh PDF khas taur par Biharijob.in ke dwara taiyar ki gayi hai taki aap
MS Excel mein apni speed aur productivity badha sakein. Jo content log paid
courses mein dete hain, wo hum aapko bilkul FREE mein provide kar rahe hain. Is
guide ko apne doston ke sath zaroor share karein!

File & Basic Operations (3R widec)

Shortcut Key Function / Use

Ctrl + N Create a new blank workbook.
Ctrl1 |+ 0O Open an existing workbook.
Ctrl + S Save the current workbook.
F12 Open the "Save As" dialog box.
Ctrl + P Print the current sheet.

Ctrl + |Z Undo the last action.

Ctrl + Y Redo the last undone action.
Ctrl |+ C Copy selected cells.

Ctrl + X Cut selected cells.

Ctrl |+ |V Paste copied or cut cells.

Ctrl + F Find specific text or data in the sheet.
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@ Formatting Shortcuts (wHfET siidwc)

Shortcut Key Function / Use
Ctrl |+ B|/|I|/|U Apply Bold, Italic, or Underline to text.
Ctrl |+ | Shift |+ | $ Apply Currency format to selected cells.

Apply Percentage format with no decimal

Ctrl | + | Shift |+ |% places.

Alt) + () + (B + (A Apply borders to all selected cells (All

Borders).
Ctrl + 1 Open the Format Cells dialog box.
F4 Repeat the last formatting action.
»/ Navigation (AfvE wiicwcw)
Shortcut Key Function / Use
Arrows (1 | « —) Move one cell up, down, left, or right.

Move to the edge of the current data
Ctrl  + | Arrows region.
Move to the very beginning of the

SRS + (S worksheet (Cell A1).

Move to the last cell containing data on

Ctrl | + | End the sheet.

Page Up |/ | Page Down Move one screen up or down.

Switch between different worksheets

Ctrl + Page Up/Down (tabs) in a file.

Alt | + | Enter Start a new line inside the same cell.

Download more free resources at www.Biharijob.in Page 2 of 3



.| Rows, Columns & Data (3 3iR ®ieH wicHcw)

Shortcut Key Function / Use
Shift +  Space Select the entire row.
Ctrl + Space Select the entire column.

Ctrl) + [+] (Plus) Insert a new row or column (if row/col is

selected).
Ctrl | + | - | (Minus) Delete selected rows or columns.
ctrl |+ 9 Hide selected rows.
Ctrl |+ |0 Hide selected columns.

] Formulas & Advanced (%M ZicHes)

Shortcut Key Function / Use

ALt + (= AutoSum (Automatically insert the SUM

formula).
F2 Edit the active cell and put cursor at the
end.
shift | + [E3 IDr:as](Ieor(-’gJ aI13Cf)L)J(r)1.ction (opens the Function
Ctrl + Shift + L Turn data filters ON or OFF quickly.
Ctrl |+ | ; | (Semicolon) Insert the current date into the cell.
Ctrl + Shift + | : Insert the current time into the cell.
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