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Microsoft Excel having so many unbelievable 

capabilities that are not instantly perceived. 

Shortcut keys are most useful and usable to save 

the time. 

 

Shortcut keys help to provide an easier and usually quicker method of directing and 

finishing commands in Microsoft Excel. Mostly we prefer to use the shortcuts as it’s kind of 

amazing how much time we can save by not using the mouse clicks. Shortcut keys are 

commonly accessed by using the ALT, Ctrl, Shift, Function key and Window key. 

 

We really liked that windows gives us multiple ways to perform the task in Excel, let’s say 

we want to save a file, either we can press the key “Ctrl+S” or “Shift+F11”. 
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Keyboard shortcuts for Dialog Box:- 

 

 

Entering Data shortcuts:- 
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File Commands:- 
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Keyboard shortcuts for Format:- 
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Formulas shortcuts:- 
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General keyboard shortcuts:- 
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Important Hot Keys:- 
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Shortcuts for Navigating:- 
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Keyboard shortcuts for selecting rows/column/cell 
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Window shortcut keys:- 
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Workbook shortcut keys:- 
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