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GENERAL KEYBOARD SHORTCUTS

NAVIGATION SHORTCUTS

Keyboard Shortcuts can speed up your 
workflow. These will become second nature to 
you after a while. Just know that all of these 
commands can be executed using a button 
in the ribbon, a menu item, or the keyboard 
shortcut. Whichever method you choose is up 
to you and what helps your workflow. There is 
no wrong way! As you progress and get more 
familiar with Excel you may find it faster to 
access these commands using the keyboard 
instead of reaching for your mouse or trackpad 
each time. 

SYMBOLS & OPERATORS



EDITING SHORTCUTS
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WORKBOOK/WORKSHEET SHORTCUTS

THESE ARE SHORTCUTS WORTH 
COMMITTING TO MEMORY. 
Aside from F2 they are nearly universal 
to all applications that allow you to enter 
data. I would recommend getting used to 
these 4 shortcuts they are by far the ones I 
use the most because they work just about 
everywhere
Ctrl - X   CUT
Ctrl - C   COPY
Ctrl - V   PASTE
Ctrl - Z   UNDO
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GENERAL FORMATING SHORTCUTS

NUMBER FORMATING SHORTCUTS

Some of these look like your hitting every key 
on the keyboard and I personally find I don’t 
use them as a result. There are a few on this 
list that I use quite often 
SHIFT + SPACEBAR
CTRL + SPACEBAR
CTRL + 1
CTRL + 9
CTRL + 0



FORMULA SHORTCUTS
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TABLES AND FILTERS SHORTCUTS

These likely won’t come into play for you 
until you start becoming a formulat expert. 
However, there are a few on here worthy of 
trying even as a beginner. 

ALT + =  This one is a game changer if you’re 
summing tables of data frequently! 
F4  This one is particularly useful because 
typing $ over and over again into your 
formulas can be tedious. 

Tables in Excel is one of my favorite features 
of Excel. If your project can use Tables they 
can save you a lot of aggravation! 
I don’t personally use a lot of keyboard 
shortcuts for Tables but these two do get used 
frequently. 

CTRL + A 
ALT + C 
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Errors happen, it’s inevitable. To start 
troubleshooting what’s going on you 
first must understand what the error 
message is trying to tell you. 

Use the chart to the left to start your 
troubleshooting process. The most 
common errors are:

####### - not really an error––– but, the value 
is too wide for the cell to display, simply widen 
the column to see the full value

#REF! - You created a formula then deleted a 
cell or row/column used in the formula.

#NAME! - You typed something wrong in the 
formula like mispelled the SUM or something 
similar.

#N/A! - You told a formula to lookup a value 
and it didn’t find what you asked it to find

OH NO!! - WHAT DID I DO WRONG? DEBUGGING


