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Key Tips (keyboard shortcuts for the Ribbon) allow you to quickly perform any task available on the Ribbon Chapter

without using the mouse.
1. To show the key tips, press ALT. Keyboard Shortcuts

2. For example, to select the Insert tab, press n.
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3. For example, to insert a column chart, press c.
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4. To insert a stacked 2-D Column chart, press —, and press Enter.
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Learn more about keyboard shortcuts, use the side menu >>

Go to Top: Key Tips

Go to Next Chapter: Print
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