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The Excel 2013 Screen Keyboard Shortcuts

» The File tab menu and Backstage view contain commands
for working with a progrant's files, such as Open, Save,
Close, Mewy, and Print_

+ To Create a New Workbook: Click
the File tab, select New, and
double-dlick workbook, or press
s + N>

+ To Open a Workbook: Click the File
tab and zelect Dpen, or press
il + <>,

+ To Sawe a Workbook: Click the H
Sawe button on the Quick Access
Toolbar, or press <Ctri> + €53

+ To Prewiew and Print a Workbook:
Chck the File tab and select Print, or
press oG + <P,

» To Unde: Clickthe * - Unideo
button on the Quick Access Toolbar,
or press 0> + 7>

+ To Redo or Repeat: Click the
c*  Redo buiton on the Quick
Access Toolbar, or press <Cirl> +
L4 -

+ To Close a Workbook: Click the
* Close button, or press <Cirl>
+ >,

+ To Get Help: Press <F 1> 1o open
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The Fundamentals

« Cell addresses: Cells are referenced by
addresses made from their column letter
and row number, such as cell A1, A2, B1,
B2, etc. You canfind the address of a cell

by looking at the Mame Box under the
clipboard

# ToSelbect a Celt Chick a cell or use the

keyboard armowlkeys to select it.

# To Select a Cell Range: Click and drag to
select a range of celis. Or, press and hold

down the <Shift> key while using the
<TOW Keys> to move the mouse
pointer fo the last cell of the range.

# To Sebect an Entire Workshe et Click the
Select Al button where column and

row headings meet. Or press <Ctri> +
<A

& To kiinimize the Ribbon: Chck the -
Minimize Ribbon button on the Fibbon.
Or, press <Ctrt> + <F 13, Or, right-click a
tab and select Unpin the Ribbon from the

contedual menu.

» To Change Program Settings: Chck the

File tab and select Options

» ToUse Zoonx Click and drag the zoom

slider to the left or right. Or, click the [
Toom Out and [ Zoom In buttons on
the shder

+ To Change Fiews: Click a View bulton in
the status bar. Or, chick the View tab and

select a vew

General

Open a Workbook <Ctrl> + <0>

Create New <Ctrl> + <N>»

Save <Ctrl> + <S>

Previewand Print <Ctrl> + <P>

Close a Workbook <Ctrl> + <W>

Help <F1>

Run Spelling Check <FT>

Calculate worksheets <F9>

Create an absolute, <F4>

normal, or mixed reference

Navigation:

Move Between Cells  <T>, <)>,
Cgr, Ty

Right One Cell <Tab>

Lett One Cell <Shift> + <Tab>

Down One Cell <Emter>

LUp One Cell < Shift> + <E nter>|

Down One Screen <Page Down>

Up One Screen <Page Up>

To Cell A1 <Ctrl> + <H ome>|

ToLast Cell <Ctrl> + <End>

Go To Dialog Box <F5>

Editing

Cut <Ctrl> + <X>

Copy <Ctrl> + <C>

P aste <Ctrl> + <\>

Undo <Ctrl> + <Z»

Redo <Ctrl> + <¥>

Find <Ctrl>» + <F>»

Replace <Ctrl> + <H>

Select All <Ctrl> + <A>

E dit active cell <F2>

Clear cell contents <Delete>

Formatting

Bold <Ctrl> + <B>

ltalics <Cirl> + <>

Lnderline <Ctrl> + <U>

Open Format Cells  <Ctrl> + <Shift>

Dialog Box + <F>

Select All <Ctrl> + <A>

aelect entire row <Shift>+<5pace>

Select entire column <Ctrl> + <Space>

Hide selected rons <Cirl> + <9>

Hide =selected <Ctrl> = <>

columns

the Help window. Type your question

and press <Enters,
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