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Add Current Date and Time in Microsoft Office Programs

Adding the current date and time is a fairly simple task in any Microsoft Office program. Why
manually type a date or time, though, when you can use easy keyboard shortcuts to do the task
for you? The shortcuts below will help you easily insert the current date and time into your
Office documents.

Microsoft Word

Alt + Shift + D inserts the current date.
Alt + Shift + T inserts the current time.

Microsoft PowerPoint

Alt + Shift + D and Alt + Shift + T both bring up the Date and Time window that allows
you to choose what information to include and in which format to display the
information. The Date and Time window even includes a checkbox to tell the
information to automatically update if you wish.

Microsoft Excel

Ctrl + ; (semicolon) inserts the current date.
Ctrl + Shift + : (colon) inserts the current time.
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