Name  ____________________________________
   Date  ____________________
Period  _____
BASIC EXCEL KEYBOARD SHORTCUTS
Close Workbook




Ctrl   +   F4

Create A Table





Ctrl   +   T

Insert Worksheet




Shift   +   F11

Open Workbook




Ctrl   +   O

Print Preview





Ctrl   +   F2

SUM Function





Alt   +   =

Total Row






Ctrl   +   Shift   +   T

Edit Cells 






F2

Select An Entire Column



Ctrl   +   Spacebar

Select An Entire Row



Shift   +   Spacebar

Insert Blank Cells




Ctrl   +   Shift   +   +

Apply Outline Border to


Selected Cells




Ctrl   +   Shift   +   &

Insert Current Date




Ctrl   +   ;

Insert Current Time




Ctrl   +   Shift   +   ;

Create A Chart





F11
