Computer Education Center

Format as Table:- g% option @7 use 3w Excel sheet R 9914 1@ Table i
$eR o 911 I Table § 9gad & fag fovar wimar 2
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Cell style:- s Option &1 use select f&a & Cell f& Style @&t Change &34 @
forg forar <imar 2
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Table :- g Option &1 Use Select cell @t table  ®u & <@ @ forw foar srar
2 |
3. llustrations :-

Picture :- 38 Option &1 Use Page uX Picture Insert #31 & fag fear smar 2 |

Clip Art :- g1 Option &1 Use Page R Clip Art Insert @31 @ foq fear <imar 2 |

Shapes :- g9 Option &1 Use Page t 3M®& &R Shapes Insert &34 @ ferg
fopar <irar 2 |
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Colors :- g1 Option &1 Use Themes &1 Color Change &3+ & ferqg foar smar

2
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Align :- sa Option &1 Use Page W sasd&drfaR Picture set &=+ & feru foar
ST 2 |

Group :- 59 Option &1 Use aragfa ar Object &1 Group &34 & ferg fear simar
2|

Rotate :- ga Option &1 Use s fa ar Object &I gaq & fag fear simarn 2 |

Formulas

sa Tab & araifad 4 U 3md 2 |
1. Function Library
2. Defined Names \)\(
3. Formula Auditing

4. Calculation m N
\eW

1. Func@nﬂﬂb\%ry Pag

Insert Function :- s& Option &1 Use Function Insert =<1 & ferg fam simar =2 |

3R aHt option &1 use 31T - 3T Rerfa Formulas Insert &=
@ for foar sar €

2. Defined Names :-

Name manager :- g8 Option &1 Use Rename cell @1 Rerfa <@= ik New , Edit
3R delete w=x=t & forg foar wimar € |

Define name :- s& Option &1 Use cell @1 Rename 3k comment <= & fag fear
ST 2 |

Use in Formula :- & Option &1 Use Rename cell @1 Formula # varT &4 @ ferg
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Normal :- 5 Option &1 Use Sheet &1 Normal Mode # <@+ & fag fear smar
2|
Page Layout :- 9 Option &1 Use Sheet @t Page Layout Mode # <@< & faig
fopar wirar 2 |
Page Break Preview :-s& Option @1 Use Sheet &1 Page Break Preview Mode #
Q@+ @ fou fear Sar 21

Custom Views :- ga Option &1 Use Select Cell &t Custom views # Add &<a&

Q@+ @ fou fear Sar 21 \4

oV
Full Screen :-g= Option &1 Use Sheet &i Fél@@_&@l\%de ? qEd @ fou
fear wimar 2 | NQ‘.
(0™ 1\ of 3%
gieW e 3L
2. Showp( € %ag
¥+l Option @71 'Use o 3R ge & fog fam smar 2 |
3. Zoom :-

Zoom :- g1 Option &1 Use 3+ sheet &1 amawadargdar Zoom &-4 & ferg faan
SICUES

100 % :- & Option @1 Use 3+ sheet &1 100% Normal made # <&+ & ferg f&ar
SITAT ® |

Zoom to selection :- s& Option @1 Use select cell 1 Zoom &= & <@ @& ferg
fopar wmar 2

4 . Window :-
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