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Excel 2011 Screen Keystroke Shortcuts

= Cell References: Cells are referenced by
addresses made from their column betier and row
menber, such as cell A1, A7, B, BZ, ek, You can
find an address of a call by locking al the
L ¥ Mame Box.

+ To Select a Cell: Select fhe cell by cicking it or
by using the keyvboard arrow keys.

« To Select a Cell Range: Chck fe first call of

the range and drag fue mouse pointer o the last
cell of the range.

« To Show or Hide the Media Browser:

Chick e "8 Media Brow ser button on he
Standard toolbar.

Point to e button for a few seconds. A brief
descripion of the bution will appear.
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« To Create a Mew Workbook: Clhick the + To Show or Hide the Toolbox: Cidk the Beginning of the Row
2. New button on the Standard toolbar or select ' Toolbox buticn on fhe Standard toolbar, —
File — New Workbook fom fe meny, or . To Change the Toolbox: Ssiect View from | EDiting
press 36 + N. e menu bar and select the tool you want toview in | Cut %X
) | e Toolbox fom the menu. Or, click a button near
« To Open a Workbook: Cick the = Open ! Copy X+C
Button on the Standard toolbar, select File — oo L S e gl &G
Open fom he menu, or press 3 + O. * To Preview a Worksheet: Select File —
_ = Print Prewview from fie menu. Clear Cell Content  Delete
» To Save a Workbook: Ciick the ¥ Save « To Select an Entire Worksheet: Cick e | Edit Active Cell Ctrl+ U
buiton on the Siandasd foolbar, or sebect File — Salect All bution
Save from the menu, of press 38 + 5. ; .
e ; . To Print a Worksheet: Cickthe ™= print | FOrmatting
+ To Save a Workbook with a Different bution on the Standard toolbar, or select File — | Bold ®+B
MName: Select File — Save As from he meny Print from the meny, or press 3¢ + P. :
and enter 3 different name for e wiorkbook, Italic x+1
« To See What a Toolbar Button Does: Undedine ®+U

Fomat Cells Dialog 3 + 1

« To View or Hide a Toolbar: Select View —
Toolbars from the menu and select the toolbar
vo u want fo view or hide.

» To Open the Template Gallery: Select File
—+ Template Gallery fom the menu, or press
Shift + 3% + P.

« To Hide Excel: Select Excel — Hide Excel
from fhe menu, orpress 3§ + H.

» To Get Help: Select He Ip from the menu bar.

Formatting Palette Panels
Font: Change ont name, size of siyle.
Mumber: Change format or move e decmal.
Alignment and Spacing: Change ext
alignment or onentation, and wrap iext, indent,
shrink 1o it or merge cells.

Borders and Shading: Apcly borders and
change border properties, apply shading.

Page Setup: Specify worksheet margins and
how e worksheet will prind.
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