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Intoduction to MS Excel 2007
Excel 2007 Window

Starting Excel , Closing Excel
Selecting Cell

(cells apragraeSoncieoifges)
Data copbopSige:

Overview of Excel Data Types

Data Enty Cell by Cell

Deleting Data

Moving Data

Copying Data

Using AutoFill

Saving a Workbook (Excel Workbook o3236:(g€:)
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Editing Data (exce! data gp:ofcgmabooclgbeaot{als)
Editing Cell Contents

Inserting Cells

Deletng Cells

Inserting Rows

Deleting Rows

Inserting Columns

Deleting Columns

Inserting Worksheat

Deleting Worksheet

Moving or Copying a Worksheet
Formatting Data

Celll Formatting

Using Format Painter
Formatting Rows and Columns
Row Height and Column Width
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Hiding Rows and Columns

Keeping Row and Column Heading in View (Freeze Panes)
Formulas

Creating Formula
Copying Formulas
Functions

Using AutoSum

Basic Functions
Formulas $§ Functions
IF() Function

Printing (eoapabfafs)
Setting Print Area
Print Preview

Header / Footer copdfgé:
Print Preview o€ Margin coo5goi(gés

Print Title
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Data Manipulation
Data 8[gé: (Sorting)
Custom Sort

Filter

Subtotal

Insert Funcion (Subtotal)
Charts

‘Creating & Chart
‘Moving a Chart

Inserting Graphics
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Task - 1

Data Entry

Formatting Data

Formatting Cells

Manipulating Data ( Number Data Type - to Accounting)
Mew Column and Formatting
Related Calculating

AutoFill (or) Copying Formulas
New Cell and Formatting
Applying Advanced Tasks
Subtotal

Creating Chart
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Task - 2

Data Entry

Formatting Data

Formatting Celis

Related Calculating

Calculating Net Amount

Calling Subtotal (Same as AutoSum)
Calling Subtotals (For Reports)
Related Calculation

Creating Repart Charts
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