
Menu and 
Shortcut Basics

Intro to Excel
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The Ribbon

Ribbon

© 2023 Financial Edge Training 3



Accelerator Keys

Every tab and command in Excel can 
be accessed with accelerator keys
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SFAlt

Font Size

H

Pressing Esc allows you to go back a step

Error Fix

Alt N Esc H F S
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But remember, Excel shows you the 
accelerator keys, so no need to remember

Setting-up Excel
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1
Recommended for 

larger models

2 Turn this OFF

4 Best to be in control

5
Editing will happen 
in the formula bar

Formulas

Advanced

OptionsFile
3

Looks for inconsistent
formulas3

Alt F T
1

2

Cell Navigation, Editing, 
Selecting and Copying
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Move 
Around

Select
Copy 

& Paste Edit

Move 
Around

Move cell 
by cell

Speed 
move

Move from
sheet to sheet

Access
menu bars

Ctrl + Ctrl + Pg up / Pg dn Alt
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Move 
Around

Select
Copy 

& Paste Edit

Select
Speed 
move

Move from
sheet to sheet

+Shift +Ctrl+Shift

© 2023 Financial Edge Training 9



Move 
Around

Select
Copy 

& Paste Edit

Copy Paste Multiple 
paste

Fill right
or down

Copy 
& Paste

+Ctrl C Enter +Ctrl V +Ctrl R OR D
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Move 
Around

Select
Copy 

& Paste Edit

Edit
Formula bar / 

worksheet toggle

F2
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Please do not redistribute these materials without the 
express permission of Financial Edge Training.

www.FE.training
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