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DOCUMENTDOCUMENTDOCUMENT ACTIONSACTIONSACTIONS
1 OPENOPEN AA FILEFILE CRTL+OCRTL+O
2 NEWNEW FILEFILE CRTL+NCRTL+N
3 CLOUSECLOUSE AA FILEFILE CRTL+WCRTL+W
4 SAVESAVE ASAS F12F12
5 SAVESAVE CRTL+SCRTL+S oror SHIFT+F12SHIFT+F12
6 PRINTPRINT PREVIEWPREVIEW CRTL+F2CRTL+F2
7 PRINTPRINT CRTL+PCRTL+P
8 SHOW/HIDESHOW/HIDE PARAGRAPHPARAGRAPH

SYMBOLSSYMBOLS
CRTL+*CRTL+*

9 SPELLINGSPELLING ANDAND GRAMMARGRAMMAR F7F7
10 HELPHELP F1F1
11 FINDFIND CRTL+FCRTL+F
12 REPLEACEREPLEACE CRTL+HCRTL+H
13 GOGO TOTO CRTL+GCRTL+G

FORMULASFORMULASFORMULAS EXCELEXCELEXCEL
14 APPLYAPPLY AUTOAUTO SUMSUM ALT+=ALT+=
15 CURRENTCURRENT DATEDATE CTRL+;CTRL+;
16 CURRENTCURRENT TIMETIME CTRL+:CTRL+:
17 SPELLINGSPELLING F7F7
18 HELPHELP F1F1
19 MACROSMACROS ALT+F8ALT+F8
20 CHARTCHART TOOLSTOOLS ALT+F1ALT+F1
21 MENUMENU BARSBARS CLOSEDCLOSED CTRL+F1CTRL+F1
22 PRIENTPRIENT PRIVE(OR)SETUPPRIVE(OR)SETUP CTRL+F2CTRL+F2 (OR)(OR) CTRL+PCTRL+P
23 MINIMIZEMINIMIZE WINDOWWINDOW (AND)(AND)

OPENOPEN
CTRL+F9,CTRL+F9, CTRL+F10CTRL+F10

24 INSERTINSERT WORKWORK SHEETSHEET CTRL+F11CTRL+F11
25 OPENOPEN THETHE FILEFILE CTRL+F12CTRL+F12 (OR)(OR) CTRL+OCTRL+O
26 CREATECREATE TABLETABLE CTRL+TCTRL+T
27 DELETEDELETE CTRL+DCTRL+D
28 INSERTINSERT HYPERHYPER LINKLINK CTRL+KCTRL+K
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SELECTINGSELECTINGSELECTING CELLSCELLSCELLS
29 ALL CELLS LEFT OF

CURRENT CEL
SHIFT+LEFT ARROW

30 ALLALL CELLSCELLS RIGHTRIGHT OFOF
CURRENTCURRENT CELLCELL

SHIFT+RIGHTSHIFT+RIGHT ARROWARROW

31 ENTIREENTIRE COLUMNCOLUMN CTRL+SPACEBARCTRL+SPACEBAR
32 ENTIREENTIRE ROWROW SHIFT+SPACEBARSHIFT+SPACEBAR
33 ENTIREENTIRE WORKSHEETWORKSHEET CTRL+ACTRL+A

TEXTTEXTTEXT STYLESTYLESTYLE
34 BOLDBOLD CTRL+BCTRL+B
35 ITALICSITALICS CTRL+ICTRL+I
36 UNDERLINEUNDERLINE CTRL+UCTRL+U
37 STRIKETHROUGHSTRIKETHROUGH CTRL+5CTRL+5
38 WORDWORD UNDERLINEUNDERLINE CTRL+SHIFT+WCTRL+SHIFT+W
39 DOUBLEDOUBLE UNDERLINEUNDERLINE CTRL+CTRL+ SHIFT+DSHIFT+D
40 ALLALL CAPSCAPS CTRL+CTRL+ SHIFT+ASHIFT+A
41 CHANGECHANGE CASECASE SHIFT+F3SHIFT+F3
42 SUBSCRIPTSUBSCRIPT CTRL+CTRL+ ==
43 SUPERSCRIPTSUPERSCRIPT CTRL+CTRL+ SHIFT+=SHIFT+=
44 MAKEMAKE WEBWEB HYPERLINKHYPERLINK CTRL+KCTRL+K

TABLESTABLESTABLES
45 GOGO TOTO NEXTNEXT CELLCELL TABTAB
46 GOGO TOTO PREVIOUSPREVIOUS CELLCELL SHIFT+TABSHIFT+TAB
47 GOGO TOTO BEGINNINGBEGINNING OFOF

COLUMNCOLUMN
ALT+PAGEALT+PAGE UPUP

48 HIGHIGHTHIGHIGHT TOTO BEGINNINGBEGINNING OFOF
COLUMNCOLUMN

ALT+SHIFT+PAGEALT+SHIFT+PAGE UPUP

49 GOGO TOTO ENDEND OFOF COLUMNCOLUMN ALT+PAGEALT+PAGE DOWNDOWN
50 GOGO TOTO BEGINNINGBEGINNING OFOF ROWROW ALT+ALT+ HOMEHOME
51 HIGHLIGHTHIGHLIGHT TOTO BEGINNINGBEGINNING

OFOF ROWROW
ALT+SHIFT+HOMEALT+SHIFT+HOME

52 GOGO TOTO ENDEND OFOF ROWROW ALT+ENDALT+END
53 HIGHLIGHTHIGHLIGHT TOTO ENDEND OFOF ROWROW ALT+SHIFT+ENDALT+SHIFT+END
54 COLUMNCOLUMN BREAKBREAK CTRL+SHIFT+ENTERCTRL+SHIFT+ENTER

MISCELLANEOUSMISCELLANEOUSMISCELLANEOUS
55 COPYRIGHTCOPYRIGHT SYMBOLSYMBOL -@-@ ALT+CTRL+CALT+CTRL+C
56 DATEDATE FIELDFIELD ALT+SHFI+DALT+SHFI+D
57 GOGO TOTO FOOTNOTESFOOTNOTES ALT+CTRL+FALT+CTRL+F
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58 SHOW/HIDESHOW/HIDE CTRL+SHIFT+8CTRL+SHIFT+8
59 THESAURUSTHESAURUS SHIFT+F7SHIFT+F7

FORMATTINGFORMATTINGFORMATTING
60 EDITEDIT ACTIVEACTIVE CELLCELL F2F2
61 CUTCUT CTRL+XCTRL+X
62 COPYCOPY CTRL+CCTRL+C
63 PASTEPASTE CTRL+VCTRL+V
64 UNDOUNDO CTRL+ZCTRL+Z
65 REDOREDO CTRL+YCTRL+Y
66 FORMATFORMAT CELLCELL DIALOGDIALOG BOXBOX CTRL+1CTRL+1
67 LEFTLEFT ALIGNMENTALIGNMENT CTRL+LCTRL+L
68 CENTERCENTER ALIGNMENTALIGNMENT CTRL+ECTRL+E
69 RIGHIRIGHI ALIGNMENTALIGNMENT CTRL+RCTRL+R
70 JUSTIFIEDJUSTIFIED CTRL+JCTRL+J
71 APPLYAPPLY BULLEDBULLED LISTLIST CTRL+SHIFT+LCTRL+SHIFT+L
72 INDENTINDENT CTRL+MCTRL+M

WINDOWSWINDOWSWINDOWS KEYKEYKEY
73 SEARCHSEARCH RESULTSRESULTS WINDOWSWINDOWS +F+F
74 WINDOWSWINDOWS LOCKLOCK WINDOWS+L(OR)WINDOWS+L(OR) WINDOWS+DWINDOWS+D
75 RUNRUN BOXBOX OPENOPEN WINDOWS+RWINDOWS+R
76 LOCALLOCAL DISKDISK OPENOPEN WINDOWS+EWINDOWS+E
77 SYSTEMSYSTEM PROPERTIESPROPERTIES OPENOPEN WINDOWS+BREAKWINDOWS+BREAK KEYKEY
78 FILEFILE RENAMERENAME F2F2
79 FILEFILE REFRESHREFRESH F5F5
80 STARTSTART MENUMENU OPENOPEN CTRL+ESCCTRL+ESC
81 DOCMENTDOCMENT ABOVEABOVE CTRL+HOMECTRL+HOME
82 DOCMENTDOCMENT BELOWBELOW CTRL+ENDCTRL+END
83 RECYCLERECYCLE BINBIN DIRECTDIRECT

DELETEDELETE
SHIFTSHIFT +DELETE+DELETE

84 LONGLONG SIZESIZE WINDOWSWINDOWS F10F10
85 TASKTASK MANAGERMANAGER OPENOPEN CTRL+ALT+DELETECTRL+ALT+DELETE
86 NEXTNEXT DOCMENTDOCMENT OPENOPEN ALT+TABALT+TAB
87 TIMETIME FORMATFORMAT CHINCHECHINCHE CTRL+SHIFT+@CTRL+SHIFT+@
88 DATEDATE FORMATFORMAT CHINCHECHINCHE CTRL+SHIFT+#CTRL+SHIFT+#
89 PRIENTPRIENT PRIVEPRIVE FILEFILE ALT+CTRL+IALT+CTRL+I
90 TABLETABLE CREATCREAT (1*6)(1*6) SIZESIZE +-+-+-+-+-+-++-+-+-+-+-+-+ ENTERENTER


