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Alt += 

Creates a formula to sum 
all the above cells.

F2

Edits the active cell.

Alt + Enter (during cell editing)

Move the cursor to the next line within the 
same cell. Allows for multiple lines of text 
within one cell. 

CTRL + ↑ / ↓

Jump to the top/bottom of 
a column.

CTRL + Shift + L 

Add and remove filters to selected data 
range. 

Ctrl + Spacebar 
Selects an entire row.

Shift + Spacebar

Selects an entire column.

F4 (during formula editing)

Cycles through all the various 
combinations of absolute & 
relative references.

CTRL + Shift + ↑ / ↓

Extends the selection to the 
last cell up/down.

CTRL + ~

Switch between 
showing Excel formulas 
or their values in cells.

F5

Displays the Go To dialogue box. 

Tip: This can be used on an array within a formula. Pushing F5 with 

the table_array highlighted will take you to the corresponding cells.  

Fill Formula

Option 1: Drag the “+” sign

Option 2: Double click on the “+” sign
This will copy the formula down as far as Excel finds data to 
the left.

Option 3: Copy & Paste
Option 4: CTRL + D 
First select the cell that has the formula, then select the cells 
underneath it, then press CONTROL + D
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F7 
Run spell check.

F9
Recalculates all open 
workbooks.

SHIFT+ F9
Recalculates the active 
workbook.

Alt + F11
Opens the Visual Basic 
Editor window.

CTRL + “+”
Inserts cells .
Select a row/column 
before, to insert an entire 
row/column.

CTRL + “-”
Deletes cells.
Select a row/column 
before, to delete an entire 
row/column.
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SHORTCUTS #1: CYCLING THROUGH EXCEL WORKBOOKS

Instead of using ALT + TAB to cycle 
through all applications, use CTRL + TAB 
(or CTRL + F6) to cycle through Excel 
workbooks only. 
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#2: TOO MANY NAMED RANGES?

If you cannot remember all the Named 
Ranges in your workbook, instead of going 
back to the Name Manager again and 
again, use F3. This will display all the 
Named Ranges in your workbook. This can 
also be used within a formula.

#3: DATA HAS DUPLICATES

Highlight Duplicate Data: Select Data →
Home → Conditional Formatting →
Highlight Cell Rules → Duplicate Values 

Remove Duplicate Data: Select Data →
Remove Duplicates → Select if Data has 
Headers & Columns → OK

#5: TRIM FUNCTION

When 2 values match perfectly, but VLOOKUP and 
MATCH formula not retuning and match – try using the 
TRIM function to remove any trailing or leading spaces. 

#6: HIDING DATA IN PLAIN SIGHT

Instead of hiding entire columns and rows or formatting 
the font colour to match the cell  colour to hide data:  
Select Data → Right Click → Format Cells → Number 
Tab → Custom → Type ;;; → OK

The values are now not visible, but can be seen in the 
formula bar and used as per normal in formula. 

#7: ADD LEADING ZEROS

If you want to input value starting with 0, Excel deletes 
the zero by default. So prevent this either add a single 
quote before entering in the value (e.g. =‘0001234) or use 
the REPT and TEXT formula. (e.g. 
=TEXT(1234,REPT("0",7)))
NOTE: The resultant value is text formatted

#4: FREEZE PANES
Use Freeze Panes to stop unnecessary scrolling and to make your headers constant.
View→ Freeze Panes
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