
MS Excel Shortcuts and Tips for
Accountants

1. Essential Excel Shortcuts for Accountants
1.1 Navigation Shortcuts

● Ctrl + Arrow Keys: Jump to the end of a data range in the
direction of the arrow. Useful for large datasets.

● Ctrl + Home: Instantly return to cell A1.
● Ctrl + End: Jump to the last cell containing data.
● Ctrl + Page Up/Page Down: Switch between worksheets.
● Shift + Space: Select the entire row.
● Ctrl + Space: Select the entire column.

1.2 Editing Shortcuts

● F2: Enter edit mode for the selected cell.
● Ctrl + C: Copy selected cells.
● Ctrl + X: Cut selected cells.
● Ctrl + V: Paste copied/cut data.
● Ctrl + Z: Undo the last action.
● Ctrl + Y: Redo the last action.
● Ctrl + 1: Opens the Format Cells dialog box.

1.3 Formatting Shortcuts

● Ctrl + B: Apply bold formatting.
● Ctrl + I: Apply italics formatting.
● Ctrl + U: Apply underline formatting.
● Ctrl + 5: Apply strikethrough.
● Ctrl + Shift + !: Format as number with two decimal places.
● Ctrl + Shift + $: Format as currency.
● Ctrl + Shift + %: Format as percentage.

2. Working with Formulas



2.1 Formula Shortcuts

● F4: Toggle between absolute/relative references.
● Ctrl + `: Toggle between showing formulas and results.
● F9: Manually calculate formulas.
● Alt + =: Insert AutoSum function (SUM).

2.2 Common Functions for Accountants

● SUM: Adds a range of numbers.
Example: =SUM(A1:A10)

● AVERAGE: Calculates the average of a range.
Example: =AVERAGE(B1:B10)

● IF: Logical test, returns one value if true and another if false.
Example: =IF(C1>100, "Above", "Below")

● VLOOKUP: Look up a value in the first column of a table.
Example: =VLOOKUP(E1, A1:C10, 2, FALSE)

● COUNTIF: Counts cells that meet a specific condition.
Example: =COUNTIF(D1:D10, ">100")

3. Shortcuts for Data Analysis

● Ctrl + Shift + L: Toggle filters on/off.
● Alt + A + T: Create a PivotTable.
● Ctrl + T: Convert a data range into an Excel Table.

4. Advanced Shortcuts

● Alt + D + P: Open the PivotTable Wizard.
● Ctrl + [: Trace precedents (cells affecting the current formula).
● Ctrl + ]: Trace dependents (cells affected by the current formula).
● Alt + W + F + R: Freeze the top row for easy scrolling.

5. Data Management Shortcuts
5.1 Essential Shortcuts for Organizing Data

● Ctrl + A: Selects the entire worksheet.
● Ctrl + C: Copies selected data.



● Ctrl + X: Cuts selected data.
● Ctrl + V: Pastes data from the clipboard.
● Ctrl + Z: Undoes the last action.
● Ctrl + F: Opens the Find and Replace dialog box.
● Ctrl + H: Opens Replace within Find and Replace.
● Ctrl + Shift + L: Toggle filters.
● Ctrl + T: Creates a table from the selected range.

5.2 Data Navigation

● Ctrl + Arrow Keys: Move to the edge of the data.
● Ctrl + Shift + Arrow Keys: Extend selection to the last non-empty

cell.
● Shift + Space: Select the entire row.
● Ctrl + Space: Select the entire column.

6. Common Accounting Formulas

● SUMIFS: Adds numbers based on multiple criteria. Example:
=SUMIFS(Sales, Region, "North", Product,
"Widget")

● INDEX and MATCH: Dynamic lookup across rows and columns.
Example: =INDEX(SalesData, MATCH(ProductID,
ProductList, 0))

● IFERROR: Handles errors in formulas. Example:
=IFERROR(VLOOKUP(A1, DataRange, 2, FALSE), "Not
Found")

7. Advanced Excel Tips for Accountants
7.1 Conditional Formatting

● Purpose: Highlight important trends in data.
● How to Use: Go to Home > Conditional Formatting. Set rules to

highlight data above a certain threshold.

7.2 Power Query

● Purpose: Cleanse and transform data.



● How to Use: Data > Get Data. Use the Power Query Editor to
filter and shape data before analysis.

7.3 Power Pivot

● Purpose: Analyze large datasets with complex relationships.
● How to Use: Enable Power Pivot from Excel Options.

Additional Advanced Techniques for Accountants:

1. Array Formulas:
○ Purpose: Perform multiple calculations on a dataset.
○ Example: {=SUM(IF(DataRange="Criteria",

AmountRange))}
○ Use: Great for summarizing data based on specific criteria.

2. Scenario Manager:
○ Purpose: Create and compare financial scenarios.
○ How to Use: Data > What-If Analysis > Scenario

Manager. Define different values for specific cells.
3. Goal Seek:

○ Purpose: Find input value to achieve a desired result.
○ How to Use: Data > What-If Analysis > Goal Seek.

4. Dynamic Named Ranges:
○ Purpose: Create ranges that adjust automatically.
○ How to Use: Use the =OFFSET() or =INDEX() formulas.


