
Below is a huge list of Excel keyboard shortcuts you can use to work faster. Scroll
through the list or use the Index to quickly go to the section you want.

How To Read The List
Where shortcut keys must be pressed together they will be shown like this

Ctrl  + P

which means press CTRL and P together.

Where keys must be pressed one after the other they will be shown like this

Alt  + H  , A  C

which means press Alt and H together, then release those keys and press A, then C.

Index
General Worksheet

Workbook Ribbon

Drag and Drop Navigation

Active Cell Selection

Extend Selection Select Special

Cell Edit Entering Data

Formatting Number Formatting

Borders Formulas

Rows and Columns Pivot Tables

Dialog Boxes

Further Resources
You can see a list of resources we provide including free training, a blog, a forum and
more.
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Ribbon Back To Index

Expand or collapse ribbon Ctrl  + F1

Activate access keys Alt

Move through Ribbon tabs and groups →  ←  ↑  ↓

Activate or open selected control Space  OR Enter

Con�rm control change Enter

Get help on selected control F1

Drag and Drop (After Selecting Cells) Back To Index

Drag and cut Drag

Drag and copy Ctrl  + Drag

Drag and insert Shift  + Drag

Drag and insert copy Ctrl  + Shift  + Drag

Drag to worksheet Alt  + Drag

Drag to duplicate worksheet Ctrl  + DragPreview from Notesale.co.uk
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