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Info: -

New (CTRL + N):-

Open (CTRL + O):-

Recent:-

Save (CTRL + S):-

Save As (F12): -

Print (CTRL + P):-

Close (CTRL + W):-

Exit (ALT + F4):-

-:File:-

ST WANT AUl BIsad I properties check $=A (S—

File size, File Location etc.) @ fag ar ugas & &
forg far omar &

TEPT AT PIS N T e @ew > g far omar €1
SIPT JANT save BISA dl Wiew $ forw fHar smar €

SHGT TN U BT & F Gel TS Bisd @ fore 3@
Thd B |

SHBT TANT YT BISel DI save BT @ forg far irar €

SIDT TART AU BISed Bl A T—IT AH | save B
% forg forar wmar €1
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N :

Sheet

Clipboard
Cut (CTRL + X):-

Copy (CTRL + C):-

Paste (CTRL + V):-

Bl = o L] (4]

A 1y = ENG 1219PM
A E S e

-:Home:-

SHPI JAIT U9 Select &3 §Y #R @ Fen @ forg

far <irar € SHd 915 89 #ek B Paste d §RT U@ oFT8
H T SR8 of ST o 9l & |

ST TANT 3 Select fHd g HeR @ Copy & forg
foar omar § SE® 9] SS9 AR @ Different-
Different Type ¥ Paste & & forg fasar wmar €|

DI AT AN BIEA B copy I cut R T HeR ;|
paste & & forq faam Smar 2|
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Paste Special: -

Format Painter: -

(CTRL + SHIFT + C)
(CTRL + SHIFT + V)

Office Clipboard:-

Font

(CTRL +1)
(CTRL + Shift + F)
(CTRL + Shift + P)

CTRL + B
CTRL + I
CTRL + U
CTRL + 1

Alignment

Merqge: -

Number

Style

DT WANT &M AeX  formatting # paste &= & forg
DT AN IR © TS paste & T8 B Hal 3 |

$9HT AN fHd fek T formatting & TR AR W
formatting @M & forg fasar <mar &1

ST TART IR—aR cut 3R copy &7 | T2 & forq fwa
I

SHGT YA 399 Select HeX &) 9WT, WIS, GISS, Pk
g Superscirp (X2, 22), Subscript (Hz0, H2S04) &
@ T, border T §8 3R effect S @ fay foar
ST & |

Bold

Italic

Underline

Format Cell

OB WANT U9 #HeX HI Left, Right, Center, Top,

Bottom I Rotate, Wrap Text, Marge fd &= &
fore fan S 21

gﬂmmﬁﬁaﬁmﬁa’fzﬁwm$mﬁmw
|

BT WA 3199 Data 9 Date format change & &
forg foram Smam 21

Conditional Formatting:-$H&T WART 30 BISeT H AH—IMeNT TFRA TR

Format as table: -

(Ctrl + L/T)
Cell Style: -
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|
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Cell-Insert(Ctrl + +)

Cell: -

Row: -

Columns: -

Worksheet: -
(Shift + F11)

Delete (Ctrl +-)

Cell: -

Row: -

Columns: -

Worksheet: -

Format

Rename Sheet: -

Move & Copy sheet: -

Protect Sheet: -

Editing
Function: -

(Alt + =)
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SIPT TANT U Bl ¥ Bls @lelt column oM & forw
foar <rar 2|

THHT TN U BIEd H  BIS Wil worksheet
oM @ fou far smar 2 |

SIPT YT U BIsd § A B1g cell delete &9 &
forg fbar <mar 2|

SDT TANT U BIEd H § PDIs row delete vv1 & forw
fram ST 2

S9DT YT Ul Bisel 8 9 P column delete &1 &
fore fpam wimar 2 |

SHBT TART AU BIsed § 9 DI worksheet delete &=+
@ forg fovam ST 21

SIDT AT U BT & fHAl cell, column, row &1 size
g™ 9.9 dT Hide @ Unhide & ferg foar wimar 2 |

BT JANT 30+t Sheet @1 Name Change a%9 @ forg
far Srar 2 |

BT WA AU Sheet & Move @I Copy &%\ &
forq fasar <mem 2|

SHPT WART 37U B Bl protect AT password M &
forg fopar wmar 21

SHBT WANT 37U BIsd # BRel o= & forg fasar <
g fora® total @1 formula default 3T 7 |
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ill :-
(Ctrl + R) (Ctrt + D)

Clear: -

Sort: -

Find: -

CTRL + F
CTRL + H

DT TANT AN BIZe § BRI AT G DI left, right
up, down 3R f&dt +t series # foram & forg fovar wmar 21

SIPT AN AT B & AR, BRcH IR HH<TT B
feq & forw foar <mer 21

SHBT AN 3T Bled H ol 3Pl &l IRIE 9 RS
%9 ¥ foras & forg favar wirar 21

SHBT WANT IO Bisd H Dy 9 word, character,

number, conditional formatting ok WM & forg
far Siem 2|

Find CTRL + G Goto Special
Replace
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Insent

B Hd 9 & -

Book1 - Excel [Product Activation Failed) ? cal — e x

FILE HOME WPS PDF INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Signin

o B E s 8

PivotTable Recommended Table lllustrations  Apps far

Al

PivotTables - Office -

TTTTTT

I

Tables

Pivot Table:-

Tables: -

(Ctrl + L/T)

Tllustrations

Picture: -

Online Picture: -

PictureTools: -

Shapes: -

Drawing Tools: -

SmartArt: -

SmartArt Tools: -

Screenshot: -

1?

Recommended

Charts

- .
=0 | | 5 5 [0 — = A, o
Ao . I\” I AR L1 1" n =y Y FFH% A4 Q
A i
PivotChart Power Line  Column  Win/ Slicer Timeline  Hyperink  Text  Symbols
- View Loss - -

-: Insert:-

SHT TR ATT—3IeTT candidate @ details 3@w & forg
far Sirar 2 |

ST WART 39T tables § @18 formatting 1 & forg
far ST 2|

U TN DI A picture o & oy fasar mam &

SHPI WIRT DIz W cartoons a1 Net se picture o &
forg fawam <mar |

(Format) SH&T-WNT ®I5 W select picture ™
Formatting &< & forg foar <imar € |

AP AT DI A shapes o & forg fasar wimar €

(Format) $E®I WA &% A select Shape w
Formatting @< & forg fasar <imar €1

SHPT TANT BIs N SmartArt 91 & forg fear i € |

(Design & Format)39®T FT &g 4 select SmartArt
W Formatting @ Desinging &%= & forg far <imar & |

s9hT YANT B WY area &1 Screenshot @9 @ forg fosam
ST B |
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Charts

Chart Tools: -

Links

Hyperlink (CTRL +K):-

Text

Text Box: -

Header And Footer: -

Word Art: -

Drawing Tools: -

Object: -

Symbols
Equation: -

Symbol: -

SHBT AT s M Chart o & forg faar <imar & |

(Design, Layout & Format) SH®T W @Ig 1 select

Chart ®® Formatting, Layout @ Desinging &< &
ferg fasam <mam €|

DT ART fodll T file & N1 file § Srew & forg
famar a2 1

SHGI TN B1s A text box @ & forw forar wmar 2|

SHBT RN 399 UST & SUX 9 4/ DI§ 99 a1 S0 <A

o forq far oo 8 9% SUAT Leter Head €99 &
forg fam e 2 |

SUPI JANT DIg W picture and style # M formm & fog
o ST 2 |

(Format) SH&T WA @iy W select Shape W
Formatting %= & forg fosar sirar 2 |

SHDT TN AU BIse H B M TUTH B GidH SHH
S B b forg fhar San 2

W%mﬂﬁ AT BIEA H DS equation M & forg fmam
SIldl g |

SHI YT B W g o @ forg fosar omar 21
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Page Layout

Themes

Theme: -

Page setup

Margins: -

Orientation: -

Size: -

Print Area
Set Print Area: -

Clear Print Area: -

Breaks: -

Background: -

Print Titles: -

-:Page Layout:-

SOBI TANT AUl BIsel H ol Bk IT font & AT
themes @' change &%= & forg far it 2|

SHPT HART 39 ST @I set  margin Bis & forg fa
ISR

SEPT TANT 309 S @I portrait 9 landscape &= &
fore fasam Simar 2 |

gﬂﬁWWﬁﬁﬂsizesefW%%ﬁ{ﬁmm
|

SHPI TN print A@e @& fU §B area set v &
ferg fosam wmam 2

SHPI TN set print area &1 ¥eM & fag famar smar 21

SHT TANT AU ST AT sheet &Y dred & forw fdar wimar
g

ST YR 39+ §I & background # ®1§ HeR o @
forg far smar &1

SHBT TART 3G {B rows, columns & HeX &1 & U W
(Title Y @=8) = & fore far wmar 2|
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Scale to Fit BT TN TN BISA PT WISl HH AT SUTGT BB print

e @ forg 9 far oar 2

Sheet Option

Gridlines: - BT TANT A9 BIsA 4 lines &1 g€ 9 print 4 a9 &
fore favam <iram 21

Headings: - SBT TANT U BIEd A rows or columns & numbers
g™ 9 print & forg fasar Smam 2 |

Arrange

Arrange: - SHBT TANT 31U box, picture 3MfE & set &x= & forq
far <mar B |
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Formulas

H = CASH RECORD - Bxcel (Product Activation Failed) ? | - = X
FILE HOME ~ WPSPDF  INSERT  PAGELAVOUT | FORMULAS ~ DATA  REVEW  VIEW Sign in
Py = ) Define Name = T3 Trace Precedents (57 Show Formulas

X * ’ = =
'fl Use in Formula =2 Trace Dependents /I Error Checking -
Insert  AutoSum Recently Financial Logical Tett Date& Lookup& Math&  More Name . ) Watch  Caleulation =]
Function - Usedw - - v Time~ Reference~ Trig~  Functions~ Manager [ Create from Selection 5% Remove Arrows ~ (&) Evaluate Formula ~ Window  Options ~

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

-:Formulas:-
Functions Library 51 30T &8 91 formula &M & forg fhar <iar 2 |

Formulas Auditing s9&1 RINT 819+ Bigel § 1 formula ERT SirsH, &M
fe 3fdr @ @y @ fow fhar orar 8 f& g9 d9—a=

¥ 3P W formula T 2|
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FILE HOME WPS PDF INSERT PAGE LAYOUT

CASH RECORD - Excel (Product Activation Failed) ? = — fut »®

FORMULAS DATA REVIEW VIEW Sign in

[T From Access D;} D ITI‘! Connections 8] Y Clear 7 Flash Fill E-= Consalidate & Group~
[ From Web =~ Properties Reapply BB Remove Duplicates [ What-If Analysis - 8 Ungroup~
From Other  Bxisting Refresh 7| st Fier Text to
[ From Text Sources - Connections All- Edit Link A T Advanced Columns =3 Data Validation - Relationships BB Subtotal
etExternalData = Conmedtions ~ Sort&Fiter  DataTees = Qutline A
L]
- e

:Data

Get Externl data

Sort & Filter

Sort: -

Filter: -

Data Tools

Remove Duplicate: -

Data Validation :-

What if Analysis

Scenarios Manager: -

Goal Seek: -

SHBT TN AT BIsel 3 Sl o 3= BIEd BT ST M
& forg fpar wmar 21

SHST WANT AT Bleel ¥ o il &I IR 9 RS
&9 ¥ forgs & fore fovar wiram 21

BT WANT fHHl B report @A & fog <am B |

ST TANT U el ¥ Duplicate Data &1 g™ & forg
forar Smar 21

ST JEN_HB area select D ITH §HY ADT DI AT
T PR SE area ¥ I9 i@ B & formw & forg

ST 8 S9% 91 99 area S 3(dl § (el 3ip &l forg
b 2|

SEPT ART A9 class report AT salary sheet a1 fHei

f ST H select fFA S List & 3fd 9o 9 UM & fow
far <mar 2|

SPT TART 39T class report 3R salary sheet a1 &=

f ST H select ¥ f&A & candidates & ST 9™ @
g @ e fovar <iar 2
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QOut Line
Subtotals: - ST WNT g8 formula @ & fog &=d 7|

Formula of Subtotals

=Subtotal(1,D6:D19) TH®I WA average &= & _forg frar wimar & |

=Subtotal(2,D06:D19) FH&T WANT numeric cell B count =1 & foT fasam <Iam
=

=Subtotal(3,D06:D19) sd®T YANT total cells @ count &= & forg fbar sman
gl

=Subtotal(4,D06:D19) SHSI TANT maximum & & ferv fHar <mar 21
=Subtotal(5,D6:D19) SHHT FAFT minimum &= & fow fhar ST 21
=Subtotal(6,06:D19) TE®T AN multiply H%1 & forg foam Sirar 2 |
=Subtotal(9,D6:D19) SHHT FANT I B Sires & forg fovar imar 2
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H [ - CASH RECORD - Excel (Product Activation Failed) TR - F X
FILE HOME ~ WPSPDF  INSERT  PAGELAYOUT ~ FORMULAS  DATA | REVIEW  VIEW Sign in
ABC = =D IJ Show/Hide Comment '] Protect and Share Workbook
= o
v iQ 3%
[ Show All Camments [Z7 Allow Users to Edit Ranges
Spelling Research Thessurus  Translate New  Delete Previous Mext Protect Protect  Share
Comment 5 Show Ink Shest  Waorkbook Workbook  [5 Track Changes =
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn A
.
[ ] (]
o 5
RKeview.

Proofing

Spelling And Grammar:- SHBT AT AUl Bigel # spelling check &1 @
E7 fore faam wmar 2 |

Research: - DI JAN f&E word @ &% meaning S @ forg
(Shift+F7) foar ST 21

Comments

Comments: - SPT-JANT U BIsdd @ JeX § Dig A IEpr UM
(Shift + F2) @ fog foar sar 21

Changes

Protect Sheet: - ST FART U sheet @1 protect AT password T
& forg fawam < 2 |

Protect Workbook: -  §&®T JANT W workbook @I protect AT password
T & forg faram e 21
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Views

Workbook Views

Normal: -

Page Layout :-

Page Break Preview: -

Custom View :-

Exp: -

Show

Ruler: -

Formula Bar: -

Gridlines: -

SHBT WA Ul BIsd ®I normal view d S@q & forg
far ST 2 |

SUBI WART UMl WIsAd @ page layout view AT
37T Page @ %9 # <@« @ foy foar omar 3 s9
layout # rular fa@Tg <« = |

SHPI_WART page @I TGS SHST preview @1 & forg
f&ar SraT @ i page TR &8 PRI v gam 2|

$HBT WA file § marking % & fog f&am wirar 2 |

3R B IS 3k Ug W@ 2 3R 99 # & ®1E o™ us R
89 98 W Custom View ¥ add & gad 2|

SIPT YA 9N sheet ¥ rular @ @A IR U &
forg fpar wmar 2

SHBT WANT TN sheet ¥ formula bar & <@ 3R
foum & forg favar sirar €|

SHST WA Ul sheet # lines @ <@+ iR foUm &
forg fasam smam @ st print i AdTem 1 w@Har 3
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Headings: -

Zoom

Zoom: -

Window

Arrange All:-

Freeze Panes: -

Hide: -

Switch Windows:-

(Alt +Tab)

Macros

Record Macros: -

(Alt + F8)
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SHBT TN 9 sheet & column @ row & Numbers
D T IR UM 7 o @ fou fear omr g e

print ¥ ST ST et T

SHBT TANT 3T BT B W) @ D forg foar irar 2|

m%mmwmﬁwwamzsmm
ST 2

SIBT RN 9 BIged @ Column @ Row & TH 8
freeze & & fory fhar Sar 21

S96T T M-l Workbook &1 3@+ iR fBuq @ forg
far < 2|

SHPT FART U T Brgell B TP — UPp PR o@D
fore ST 2

SHT TRANT U Bl A Acy & Ree  fHar o goar
g
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Short Commands In M.S.Excel

Ctrl+A Select All
Ctrl+Y Redo
Ctrl+Z Undo
Ctril+1 Insert Format Cell
Ctrl+2 Bold
Ctrl+3 Italic
Ctrl+4 Underline
Ctrl+5 Strikethought
Ctrl+9 Hide Row
Ctrl+0 Hide Column
Ctrl+- Delete Cells,Columns, Row
Ctrl+F1 Minimize Ribbon
Ctrl+F2 Print Priview
Ctrl+F4 Close File
Ctrl+F5 Restore File
Ctrl+F9 Minimize File
Ctrl+F12 Open File
Shift+F2 Comment
Shift+F3 Insert Formula
Shift+F4 Next Cell
Shift+F5 Find
Shift+F6 Check Short Command For Formula
Shift+F7 Research
Shift+F10 Right Click
F2 Curser in Cell
F4 Repeat Last Any Command
F5 GoTo
Fi12 Save As
Alt+F1/ F11 Open Chart
Alt +F2 Save As
END Microsoft Excel
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