Useful Excel Shortcuts (PC)

Keystrokes Action

Ctrl+2Z Undo last action

Ctrl + X Cut

Ctrl+V Paste

Ctrl+ A Select All

Ctrl + Page Up Move to next tab on the left

Ctrl + Page Down Move to next tab on the right

Shift + End + Down Arrow Highlight entire column

Shift + End + Right Arrow Highlight entire row

Ctrl + Arrow Jump to end/beginning of row/column
F4 when cell referenced Toggle locking row, column, or both

Master Shortcut: If you press the “Alt” key, it highlights the ribbon menu and prompts you for the
shortcut to go into each topic (see below).
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For example, if you press “Alt” + “H” it takes you to the Home menu below and then shows you
shortcuts for the items within the home menu.
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This pattern continues as you drill down into each item following the shortcut. If you follow this method,
you can navigate excel without really needing your mouse at all and you can manipulate data quickly. If
you ever drill a level too deep, you can navigate a level backward using “Esc”.

Practice this method below by testing out some of the more commonly used shortcuts:

Keystrokes Action

Alt+H+1+C Insert column to the left
Alt+H+I1+R Insert row above
Alt+H+D+C/R Insert column/row
At+W+F+F Freeze panes
At+H+V+V Paste values
Alt+H+FP Paint Format




Evaluating Formulas

You can step through your calculation using the “Evaluate Formula” button in the “Formulas” menu.

H ©- Excel Help Worksheet.xlsx - Excel
File Home Insert Page Layout Formulas Data Review = ACROBAT @ Tell me what you want to do...
- - Oy 5]
fx z I IE I I IE IE I! @ Define Name g,: Trace Precedents Show Formulas
} ; - o “fx Use in Farmula o Trace Dependents _

Insert  AutoSumn Recently Financial Logical Text Date & Lookup & Math&  More MName . gt

Function - Used = - - *  Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection | J% Remove Arowflf- () Evaluate Formula
Function Library Defined Names

Al M Fe

It will pop up with the following dialog box. Then press the space (or the evaluate button) to step
through your formula one step at a time from start to finish. This is helpful for troubleshooting.

Evaluate Formula ? x
Reference: Evaluation:
‘Practice Answers'$C519 = ||F[C16="Male", VLOOKUP[C15, Mortality Table'!SAS2:5C5123,

‘Mortality Table'ISBS1, FALSE),VLOOKUP(C15, Mortality Table'!
5AS2:5C5123,'Mortality Table'!SCS1, FALSE))

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.
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