Hot Keys and Short Cut Functions
	KEYS
	FUNCTIONS
	
	
	
	

	F1
	Opens and Displays Help or the Office Assistant
	

	F2
	Begins editing the active cell
	
	
	

	F3
	Pastes a name into a formula
	
	

	F5
	Opens and Displays the GO TO dialog box
	

	F6
	Moves to the next pane
	
	
	

	F7
	Initiates the Spelling Command
	
	

	F8
	Extends the selection as navigation keys are used

	F9
	Calculates all sheets in all open workbooks
	

	F11
	Creates a chart
	
	
	
	

	Ctrl+A
	Selects all
	
	
	
	

	Ctrl+B
	Sets or removes BOLDFACE
	
	

	Ctrl+C
	Same as clicking the EDIT MENU and selecting COPY

	Ctrl+D
	Same as clicking the EDIT MENU and selecting FILL DOWN

	Ctrl+End
	Moves to the last active cell of the worksheet
	

	Ctrl+F
	Same as clicking the EDIT MENU and selecting FIND

	Ctrl+F6
	Moves to the next window
	
	
	

	Ctrl+Home
	Moves to the first cell in the worksheet=A1 Cell
	

	Ctrl+I
	Sets or removes ITALIC
	
	
	

	Ctrl+N
	Same as clicking the FILE MENU and selecting NEW

	Ctrl+O
	Same as clicking the FILE MENU and selecting OPEN

	Ctrl+P
	Same as clicking the FILE MENU and selecting PRINT

	Ctrl+U
	Sets or removes UNDERLINING
	
	

	Ctrl+V
	Same as clicking the EDIT MENU and selecting PASTE

	Ctrl+X
	Same as clicking the EDIT MENU and selecting CUT

	Ctrl+Z
	Same as clicking the EDIT MENU and selecting UNDO

	Shift+Arrow Key
	Expands the selection in the direction of arrow key indicated

	Shift+F6
	Moves to the previous pane of a window that has been split

	Shift+Tab
	Moves the cell pointer left to the proceeding cell in the selection

	Tab
	Moves the cell pointer right to the next cell
	

	Alt+=
	Inserts the AUTOSUM formula
	
	

	Alt+Enter
	Starts a new line in the current cell
	
	

	Alt+F4
	Exits the program
	
	
	
	

	Ctrl+*
	Selects the block of data surrounding the active cell

	Ctrl+:
	Enters the current DATE
	
	
	

	Ctrl+0
	Hides columns
	
	
	
	

	Ctrl+period(.)
	Moves the cell pointer to the next corner of the current cell range

	Ctrl+PgDn
	Moves to the next sheet
	
	
	

	Ctrl+PgUp
	Moves to the previous sheet
	
	
	

	Ctrl+R
	Same as clicking the EDIT MENU and selecting FILL RIGHT

	Ctrl+S
	Same as clicking the FILE MENU and selecting SAVE

	Ctrl+Shift+:
	Enters the current TIME
	
	
	

	Ctrl+Shift=F6
	Moves to the previous workbook window
	

	Ctrl+Tab
	Moves to the next window
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