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DOUBLE CLICK SHORTCUTS s:eer

1. Hide/unhide the Ribbon 4. Copy Formulas Down

Double click bottom right of cell

G Autosave B B Yo to copy down
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v > Cut & :
? - & |Sego 3 Year Category Product Sales Bonus
) opy v 4 2022 Components Chains $ 20,000 | $22,
(=~ » EB C
& ) B 5 2020 Clothing  Socks $ 3700
Format Painter 6 2022 Clothing  Bib-Shorts § 4,000 !
Undo Clipboard N 7 2020 Clothing  Shorts $ 13,300 :
8 2022 Clothing  Tights $ 36,000 |
1 9 2020 Components Handlebars § 2300 _ _ _ ¥
2' ACTl\/OTe TO bS 10 2021 Clothing Socks $ 2300  _ _ |
Double click shapes/images to
activate the Graphics Format tab 5. Selec’rmg Formulas
yper Help Inquire  Power Pivot  Graphics Format Select formula arguments with
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S| Accessibility " Arrange 2021 "CIothing .SOC|6 $ 2,300
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Select whole formula with triple

click!
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3. DlCIlog Boxes 2022 |Clothing  [Tights $ 36000
. . 2020 |Components |Handlebars| $ 2,300
Double click option buttons to 2021 |clothing  [Socks s 2300
select & close the dialog box [
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Category Product Sales S (range,.criterla, [sum_range])
omponents Chains S 20,000
lothing Socks $ 3,700
- N Insert ? X
lothing Bib-Shorts  § 4,000
lothing  Shorts  § 13300 | 'msert A
lothing  Tights S 36000 O shiftcells right ' 3l 4
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lothing  Socks  § 2300 S
Entire column t
lothing $ 59300 o[ coneer | L
ymyOnlineTraininghub
X

Mynda Treacy | Microsoft MVP m FOLLOW ME

Helping you from the crowd

© My Online Training Hub 2023


https://myonlinetraininghub.com/
https://myonlinetraininghub.com/
https://www.linkedin.com/in/myndatreacy/
https://www.linkedin.com/in/myndatreacy/

DOUBLE CLICK SHORTCUTS s:eer

6. Open PivotTable /. Drill down on PivotTables
DIO|Og Boxes Expand & collapse row labels
Double click column head = 8 <
ouble click column headers 1 B~ g
2 #2020 111,100
1] 3 249,300
2| 4 437,900
3 2020 Accessories ¥, 29,300 5 ccessories 233,800
4 2020 § fieiq settings ¥ 6 22 Bikes 37,800
5 2020 ( R AR 7 2022 Clothing 104,200
6 2020 { cystom Name: [Fili 8 2022 Components 62,100
7 B2021 | . oonts & Fiers e~ 9 Grand Total 798,300
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9 2021 | @ avtomatic
10 2021 Otene Double click values to
2 2021 € seiec one or more tunctions: , drill down to transactions
L M2 N |com
13 2022 Average ——
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15 2022 ( Fiter o =2020 111,100
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For row label columns, position
the mouse until the arrow

=2021 249,

2021 Accessories 120,70;0

appears, then double click.
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1 |Year v Cate@ - Isum of sales
2 =2020 111,100
3 2020 Accessories 29,300
4 2020 Bikes 10,300
5 2020 Clothing 44,800
6 2020 Components 26,700
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DOUBLE CLICK SHORTCUTS s:eer

8. Navigating
Double click cell edge to
jump to last occupied cell

Year Category Product  Sales

9. Autofit Rows/Columns

Double click between row/column
labels to autofit

2022 !Components Chains $ 20,000
| 2130 Clothing  Socks $ 3700
| 2022 Clothing Bib-Shorts § 4,000
| 2020 Clothing Shorts $ 13,300
| 2022 Clothing Tights $ 36,000
W 2020 Components Handlebars $ 2,300
| 20211 Clothing Socks $ 2,300

Hold SHIFT+ double click to select
the range

Year Categor Product Sales  Bonus
### ComponeChains  $20,000
### Clothing Bib-Short § 4,000
### Clothing Shorts  $13,300
### Clothing Tights  $36,000
### Compone¢Handleb: $ 2,300
### Clothing Socks  § 2,300
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Category Product Sales
@ Components Chains $§ 20,000
2020 |Clothing Socks $ 3,700
2022 |Clothing Bib-Shorts  $ 4,000
2020 |Clothing Shorts $ 13300
2022 |Clothing Tights $ 36,000
2020 |Components Handlebars $ 2,300
2021 |Clothing Socks $ 2,300

O Tip: click any edge to navigate
"= in that direction

€
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Bonus tip: resize all row/columns
at once by selecting the whole
sheet first

10. Format Painter

Double click Format Painter to
use repeatedly

File Home Insert Draw Pagelayout Formulas Data R
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Undo Font
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2
3| Year Category Product Sales Bonus
4 | 2022 Components Chains $ 20,000 $22,000

s| [2020 Clothing  Socks __|§ 3700 § - 1
6 2022 Clothing  Bib-Shorts § 4000 $ -

7| 2020 Clothing  Shorts $ 13300 $14630
8 | 2022 Clothing Tights $ 36,000 $39,600
9| 2020 Components Handlebars $ 2300 $
10| 2021 Clothing Socks $ 2300 §

Press Escape when you're finished
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éw@ Skyrocket your skills!

Stand out from the
crowd with my
courses <"

®€You're changing our
work lives and taking us
to the tip of the pyramid! |
recommended this to my
pbrother Kenneth & it has
moved him up fast.??
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