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Advanced Excel Shortcuts – plus sign means to hold the keys simultaneously to perform function 

 

Shift + Ctrl + down arrow to select a range of cells in a column that contain data.  

Shift + Ctrl + right arrow to select cells in a row that contain data.  

Another one is to double click on the bottom edge of a cell to move quickly to the last cell in the range. 

Or the right edge to move to the last cell to the right, or the top border ...  

 

Fast method to open a function:  

type without the quotes: "=vlookup"  

Use shortcut key CTRL+A 

Shift+F11 to insert a new worksheet  

CTRL+ ; to insert the current date 

Ctrl + Shift + ; for the Time 

Ctrl + ' to copy the text in the cell above 

F11 to insert a chart in a new worksheet 

Alt + Shift + F1 = insert a new worksheet  

Alt + Backspace = Undo  

Ctrl + Shift + U = expand/collapse the formula bar (toggle)  

Ctrl + 9 = hide selected rows  

Ctrl + Shift + 9 = unhide rows within selection  

Ctrl + 0 = hide selected columns  

Ctrl + Shift + 0 = unhide columns within selection  

Ctrl + Shift + L = enable/disable filtering (toggle)  

Ctrl + F6 = switch to the next workbook (when more than one is open) (toggle)  

Ctrl + Tab = same as 9. switch to the next workbook (when more than one is open) (toggle)  

F10 = enable/disable key tips (toggle) [same as Alt key]  

Ctrl + F9 = minimize workbook's window  

Ctrl + F10 = maximize workbook's window  

Ctrl + Shift + " = copy the value from the cell above (i.e, if the active cell is A5, the value of A4 will be 

copied into A5)  

Ctrl + - = display the "Delete" dialogue box  

Ctrl + L = display the "Create Table" dialogue box  

Ctrl + T = same as above, display the "Create Table" dialogue box  

Alt + Shift + Page Down = Go to next screen [rightwards] (without changing the active cell) 

Alt + Shift + Page Up = Go to previous screen [leftwards] (without changing the active cell) 

Ctrl + Shift +  +  = display the "Insert" dialogue box 

 

ALT + = to insert the autosum function in the current cell; and that F4 will repeat the most reent 

formatting change. Anything that keeps me on the keyboatd rather than picking up the mouse is a 

favorite with me. 

 

Get the totals real fast in a grid 

if you have a block of numbers (A1:C8) if you highlight the block and include a blank column and blank 

row beyond the block (A1:D9) and do Alt+=  


