MICROSOFT EXCEL

1. Introduction
Window close

Excel 2010 User Interface Application close

Window maximize/restore

Row number Quick A ol o ) Application maximize frestore
Name.bo:-c ~ uvick Access toolbar S e ar Minimize the Ribbon Application minimize
| F|IIE button | Column letter : ; Help Window minimize
l
T b L] d
-0~ |5 Bookl - Microsoft Excel o| & 2
Home Insert Pagé Layout Formulas Data Review View Add-Ins & 9 = EB EEJ
= Arial 1] - =|m|z= g Genenal = [EjcConditional Formatting = Z=Insert - I = AT Lﬁ
J a- B L U~ AN EE E A -":E- % v | g% Format as Table ~ ¥ Delete - '_i- 7
Paste = L i - e, Sort & Find &
- F |- S-A P EE| B 3 % (B Cell Styles ~ [ Format = | (2~ Filter~ Selact~
lipboard ] Fant 4 Alignment " Number ¥ Styles Cells Editing
| A1 - % hd
A B & D E F G H I T K b
K |
2
-3
4
5
6
7
8
g od
M 4. » W] Sheetl Sheet2 |Sheet3 ~ ¥d 4] i ] 2l
rab 1% | Eoajw=0 v @)
| : P A [ L
InsertWorksheet button Ribhon Horizontal Scrollbar - Zoom control
Macro recorder Active cell indicator Stawshar T vertical scrolloar

Insert function button  Formula bar Page view butions

Sheettab scroll buttons Expand formula bar button

2. Entering Data
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