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Keyboard Shortcuts 

The following activities are much more easily done on the keyboard than using the 

mouse. There are lots of other shortcuts, but we have found that the following shortcuts 

are the most commonly used and most easy to remember. 

Navigation 
(SHIFT) End 
→←↑↓ 
 

This key combo allows you to navigate large swaths of data 
Much more accurate and faster than using the mouse 
The SHIFT key highlights 
 

Ctrl →←↑↓ Move to edge of data region 
 

Shift Space 
Ctrl Space 

Select the entire row 
Select the entire column 
 

Ctrl a Choose all entries in a table without needing to highlight using the 
mouse from one corner to the opposite corner 
 

Ctrl Page Up 
Ctrl Page Down 

Navigates different tabs 

Formula Edits 
Ctrl c 
Ctrl x 
Ctrl v 
Ctrl z 
Ctrl y 

Copy 
Cut 
Paste 
Undo 
Redo 
 
You should be using ONLY these short cut keys to do coping, cutting 
and pasting, respectively. 
 

Ctrl +  
Ctrl - (Num 
pad) 

Add cells/columns/rows 
Delete cells/columns/rows 

Ctrl ` (key 
above Tab) 

Toggle to show formula instead of value 
Inspect large swathes of formulas and spot changes in formulas and 
potential errors 
 

 
 

F2  Check the content of a specific cell 
Highlights all the cells that a formula references 
 

Ctrl [ Trace the source of the formula, highlights cells that the formula uses, 
opens external reference files 
 

Ctrl f 
 

Find specific text on a tab 

Ctrl h 
 

Find and replace text in a cell or an array of cells 
Speed up formula writing considerably by replacing parts of a formula 
 

Alt = Automatically sums the cells above 
 

Ctrl Alt Enter 
 

Array formula - auto populates a formula in highlighted cells as a set 
Can only edit the whole array, cannot change individual formulas 
 

Formatting 
Ctrl b 
Ctrl i 
Ctrl u 

Make bold 
Make italic 
Make underline 
 

Ctrl Shift $ 
Ctrl Shift % 
Ctrl Shift ! 

Format to currency 
Format to percentage 
Format to number with two decimal places 
 

F4  Repeat the formatting action just performed 
 

Ctrl Shift & Outline borders on selected region/cell 
 

 

  
Mouse free day (or hour) 

A common habit among quick analysts is that they are not overly reliant on the mouse and use 

the keyboard alone to perform a lot of their tasks. 

There are a number of short comings to overdependence on the mouse. 

 Using the mouse is slower  

 Using the mouse is less accurate 

Until you try it, you will not realize how much efficiency you can gain through reducing your 

dependence on the mouse. 

So go ahead, try to have a mouse free day (or hour) 


