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Key Description
CTRL+SHIFT+~ Applies the General number format.

CTRL+SHIFT+S$ | Applies the Currency format with two decimal places (negative
numbers in parentheses).

CTRL+SHIFT+% Applies the Percentage format with no decimal places.
CTRL+SHIFT+A Applies the Exponential number format with two decimal places.
CTRL+SHIFT+# Applies the Date format with the day, month, and year.

CTRL+SHIFT+@ Applies the Time format with the hour and minute, and AM or PM.

CTRL+SHIFT+! | Applies the Number format with two decimal places, thousands
separator, and minus sign (-) for negative values.

CTRL+SHIFT+* | Selects the current region around the active cell (the data area
enclosed by blank rows and blank columns).

CTRL+SHIFT+: Enters the current time.
CTRL+; Enters the current date.

CTRL+' | Copies a formula from the cell above the active cell into the cell or
the Formula Bar.
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Number | Algnment | Font | Border | Fil | Protecton |

Category:

| General . | Sample

| Number ;

| Currency 1/9/1900 3:00
| Accounting Type:

|Date

|Time m/d/yyyy h:mm
| Percentage | d-mmm -
Fraction | mmm-yy
Sdentific hsmm AM/PM
|Text h:mm:ss AM/PM

| Spedial h:mm
['E_ | h:mm:ss
|mdpyyyybeom |
| mm:ss
|mm:ss.0
@
[h]:mm:ss 3

Type the number format code, using one of the existing codes as a starting point.
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8:00 8:00 11:00 8:00 SATURDAY | 2
8:00 9:00 11:00 9:00 SUNDAY | 3
8:00 10:00 11:00 10:00 MONDAY | 4
8:00 8:00 8:00 8:00 TUESDAY | 5
8:00 12:00 12:00 12:00 WEDNESDAY | 6
8:00 8:00 8:00 8:00 THURSDAY | 7
1/9/1900 3:00
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Number ‘ Alignment | Font | Border | Fill | Protection ‘
Category:
General - Sample
Mumber
Currency
Accounting Type:
Date
Time [h]:mm:sd
Percentage h:mm:ss -
Fraction m/dfyyyy h:mm
Scientific mm:ss
Text mm:ss.0
Special @
M [h]:mm:ss
(87 ##F20_)_(5™ (#,##0),_($" ") (@)
(7 #ER0_)_(7 (FF20)_(" (@) E|
(87 ##£0.00_);_($™ (#,##0.00);,_($~ "-"2_);_(@_)
_(® #F#0.00_);_(F (#,#2#0.00);_(F ") (@)
IFYESIT;IPYESII;IINOII -
- Delete |

Type the number format code, using one of the existing codes as a starting point.
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=HOUR(B1) 12 12:25:33
=MINUTE(B1) 25 2
=SECOND(B1) 33 3
4
=YEAR(BS5) 2007.00 8/5/2007 | 5
=MONTH(B5) 8 6
=DAY(B5) 5 7
=WEEKDAY(B5) 1
S ?«gls olui! !
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Control panel = regional and language options 2> ...
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= Date and Time
Set the time and date

Add the Clock gadget to the desktop

q Region and Language

'Jj' Install or uninstall display languages

Change the date, time, or number format

Change the time zone
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Add clocks for different time zones

Change display language | Change location |
Change keyboards or other inpuf] 49 Customize Format

g Region and Language |L‘
Formats |Locahon I Keyboards and L Adi

Fuimat:

[English United States) -
Date and time formats
Short date: IM.l'd,n'yyyy v]
Long date: [dadd, MMMM dd, yyyy -
Short time: Ih:mm tt v]
Long time: lh:mmsstt v]
First day of week: lSunday v]

What does the notation mean?

Examples

Long date:

Long time:

Short date:

Short time:

9/19/2009

Saturday, September 1
10:44 AM

10:44:40 AM

9, 2009

ok ||

Cancel ] | Apply ‘

Humbers | Currency | Ti Date |

Example
Short date: 9/19/2009

Long date: Saturday, September 19, 2009

Date formats

Short date: M /d/yyyy

Long date: dddd, MMMM dd, yyyy

What the notations mean:
d, dd = day, ddd, dddd = day of week; M = month; y = year

Calendar

When a two-digit year is entered, interpret it as a year between:

1930 | and 2029 @

First day of week: [Sunday

Click Reset to restore the system default settings for
numbers, currency, time, and date.
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