
UNIT 3 

Microsoft Eccel Shoxtuut keys 

Name shortcut keua 

CYeate O Formula to 

Alt + FI Sum alU of the abovee 

cells 

CLUrent fme Ctlt Shbift + i 

CUrent Date CEYl+ 

select entre Rows Shfft t space 

select entíre Columns Ctr+ space 

HTde ouus Cbrlt9 

HTde clumns CErl+0 

Delete the selected 
Ctr + -

column or ROD 

New Line înside a 
AlE Enter 

switch bettween showinq 

Eccel Formul a or the ctrl+ 

Value Tn cetLs 

gave as Active fte FI2 



Create Chaxt Prom 
FL 

select Data 

nsert new urksheet shift+ FII 

Move FOTUWaTd between 

worksheet în the Sarne 
cYI+ page down 

Doauments 

Move Back Betwoen 

wOTksheets în tne ctm t page up 

Sume Documents 

FormatE numberS n 
Ctrshîft t1L 

Comma FOrmat 

Fomat numbeY în pate 
CEtShift +3 

Formott 

Format number în 
Ctrt Shift+ + 

curency FOTmat (5) 

FOTMatE number în 
CEY1t shitt +5 

Percentage Format (7) 

Move to cell A Ctrl+tome 



Functions ob ercel:(Ffnanciau) 

DB CCost, salvage, Lite,. poriod, moth) 
Fxed declining balance method. 

* DDB (cost, Salvage, Sfe, perfod, Facto 
Section double declîng balance method 

FV CRate, NPER, PMT, PV Type 

* I3MT CRate PER, NPER, PV, FV, Type) 

TRR (Values, CVS 88) 

ISpMT (RATE, PER NPER, Pv) 

MIRR (VALVS, FINANCE, -RATE, Re>nvest Rake) 

NPER (Rate, PMT., PV, FV, TYPe) 

NpV 
(Rate, Value 4, Value 2 ....) 

PMT (Rate, NPER, PV, FV, Tupe) 

PPM 1 (Rate, per, NPER, PV, FV, Tpe) 

PV CRate, NPER PT, FV, TYPe) 

Rate (nPER, PMT, pV , FV, Type, GtUESS) 

SLN Ccost, salvage, 
life ) 



Ccost Salvaqe, Lte, per) syD 

* VDV CCost, salvage, Life, start/NO- Switch) 

period, end, perfod, Factor 

Rate - Rate.of 0teresE - may be annua 

or mon thly auatterly Or half yeauly 
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